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Introduction

The Real Estate Assessment Center (REAC) is a U.S. Department of Housing and Urban
Development (HUD) national management center created to centralize and standardize the way
HUD monitors and evaluates the physical condition, as well as the financial condition of HUD
properties. This includes over 3,000 Public Housing Agencies (PHA) and over 30,000 Federal
Housing Administration (FHA) multifamily insured, direct loan, HUD-held, and Section 8 project-
based subsidized properties.

The Physical Assessment Subsystem (PASS) is a Web-based subsystem developed by REAC
to monitor the physical condition of HUD properties based on on-site physical inspections. One

component of PASS is Scheduling. Contracts, task orders, and inspection scheduling is
managed in Scheduling.

Objectives

The purpose of PASS Scheduling is to provide REAC staff and inspection contractors -- Master
Schedulers and Inspectors -- with a tool to manage physical inspection scheduling details.

Throughout this guide, information pertaining only to Master Schedulers will be marked with this

symbol:
Master
Scheduler

Information for Inspectors who are not Master Schedulers will be marked with this symbol:

December 15, 2000 PASS Release 2.5 1
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Master Schedulers have access to property and scheduling information within
Scheduler / their own organizations. Master Schedulers can:

access information on all scheduled and unscheduled inspections within their
contracts;
search for inspection schedules, based on specified criteria (e.g., city, date, etc.);
modify property information;
assign properties to be inspected to authorized inspectors within or outside of their
organization;
view and revise scheduling changes within their organization;
send inspection schedule, inspection property and inspection participant information
captured on their systems directly to REAC’s database using the Bulk Upload
Module.

Authorized Inspectors can only access property and scheduling information for
those properties to which they are assigned. Inspectors can have inspections
assigned to them by Master Schedulers. Inspectors can:

Inspector

search for inspection scheduling information based on specified criteria (e.g., city);
modify property information;

view changes in scheduled inspections assigned to them;

change the date and time of scheduled inspections to which they have been
assigned.

Scheduling is available to inspection contractors (on-site inspectors and the office staff
responsible for scheduling the inspection) and REAC personnel responsible for monitoring
scheduled physical inspections. Authorized users access Scheduling via the Internet.

December 15, 2000 PASS Release 2.5 2
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Getting Started

Software and Hardware Requirements

The electronic scheduling of physical inspections using PASS Scheduling software requires
computer resources and an Internet browser. The optimum software and hardware resources
are recommended for efficiency, although users can operate with the minimum required
resources.

Optimum Hardware Resources
Processor: Pentium 100

RAM: 16 MB

Modem: 28.8

Video card: 256k

Optimum Software Resources

Windows 95
Netscape* 4.5 or HTML-compliant browser application

NOTE: Users can download Netscape* 4.5 or higher (32-bit) from the Internet. The procedures
to download Netscape* can be found at http://home.netscape.com/download.

Minimum Hardware Resources

Processor: 486
RAM: 8 MB
Modem: 14.4 kb
Video card: 256k

Minimum Software Resources

Windows 3.1
Netscape* 4.5 or higher

*CopyrightO Netscape Communications Corporation. All rights reserved. Protected by the copyright laws of the
United States and international treaties.

December 15, 2000 PASS Release 2.5 3
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Internet Basics

The Internet is a worldwide system of computer networks facilitating access to information and
people. Using the Internet to electronically schedule physical inspections of HUD properties
requires a direct Internet connection, a computer with a high-speed modem, and Netscape 4.5
or an HTML-compliant browser application. A browser allows access to web pages on the
World Wide Web (we’ll refer to it as “WWW “ or “the Web”). The Web is a universally accepted
standard for sharing information in the Internet. The Web consists of information organized into
pages stored in computers physically located throughout the world.

Web Page

A web page is a document or application with a unique address on the Web, including links to
other pages. The Yahoo!* main page is shown below as an example.

*CopyrightO Yahoo! Inc. All rights reserved. Protected by the copyright laws of the United States and international
treaties.
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The title bar at the top of the page displays the title of the document or application of the Web
page that is active or currently displayed. When more than one window is open, the title bar of
the active window is bold; the other open title bars appear faded.
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Control Icons

In the right corner of the title bar, there are three control icons. With a mouse click, the Minimize

icon [=] reduces (“minimizes”) the window to the bottom of the page. To enlarge the window

back to full size, click on the appropriately titled box (e.g.  |EF Microsoft Word - §CHI4... | ) at the

bottom of the page.

The Minimize/Maximize icon reduces the window to a smaller size, allowing the user to view
other open windows or the desktop. To enlarge the window back to full size, click on L= again.

The last control icon is the Close icon (X, Clicking on this control icon closes the browser and
the application open within the browser, and returns the user to the desktop.

Menu Bar
The menu bar provides drop-down menus for browser functions. Place the cursor over a menu

item and click on it with the left mouse button to view the drop-down menu. To make a selection,
highlight the appropriate menu function with the cursor.

H[=W Edit “iew Go Qummunicator Help
Pl »
Dpen FPage... Ctrl+0

Save A5, Cirl+5

S e ErE e e

Send Page...
Edit Page
=it ErEme
WalaadiElE..

Offline k

Page Setup...
Print Presiew
Close Cirl+h
Exit Cirl+0

Available menu functions are text items in bold. Menu functions that are not available appear
faded.

Tool Bar

The tool bar consists of buttons representing browser functions. For example, the Netscape*
tool bar looks like this:

<« » A & a < & 3

Back Fomyard  Reload Home Search  Metscape Print Security =i
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Available functions are buttons with bold text and graphics. Buttons that are not available
appear faded.

Location Identifier

The location of the Web document or application is called the URL (Uniform Resource Locator).
Enter the desired URL in the Location field and press the Enter key.

NOTE: The field is labeled “Location” for an Internet site. It is labeled “Netsite” for an intranet
(internal/within the organization) site.

Status

The Netscape browser indicates the status of the action being performed. If the browser is
performing an action -- searching a database for information, for example -- the Netscape

logo to the right of the URL address appears to have comets flying across it, the Stop sign
on the tool bar is bold and red, and the status indicator line at the bottom of the page (next to

the lock ) describes the status (for example, “Connect . . . Waiting for reply”). Upon

completion of the action, comets stop flying across the l&s logo, the Stop tool appears faded,
and the status indicator line reads “Document: Done.”

NOTE: Some Web pages in the Scheduling application have a security feature that permits
them to be viewed only by authorized users. The lock icon indicates whether the Web
page is secure or not. If the lock is closed, the page is secure. If the lock is open, it is
not.

Links

A link provides a way to move quickly from one Web page to another. Click on a link to go to a
new page. Links are usually blue and underlined, though there are occasional exceptions.
Once a link has been clicked on, it typically changes color.

Bookmarks

The Bookmarks function is a tool that provides the user with quick access to a Web page. Once
a Web page’s title and location have been saved as a bookmark, users can click on the
bookmark to return to the page.

| " Bookmarks & Location:ihﬁp;;;hudweb_hud_ggv -|@'What'sRelated|
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To bookmark the currently displayed Web page, click on Bookmarks to the left of the Location
field for the drop-down options. Click on the Add Bookmark option to mark the page.

" Bookmarks

Add Bookrmark

File Bookmark
Edit Bookmarks...

(4 Personal Toolbar Folder

[ Search

[ Business and Finance

(5 Computers and lntermet

[ Directaries

(5 Entertainment and Lifestles
& Netscape Metcenter

[ News and Spors

[ Shopping and Classifieds
[ Travel and Leisure

3 What's Mew and Cool

* v v v

*r v v v

[ Personal Bookmarks

4 U S Deparment of Ho,. Development-Home Page
& BEAC Financial Assessment

& Feal Estate Azsessment Center

& BEALC Physical Assessment

4 Pacific Edge - Project Office Express

& Besident Assessment - Login

All bookmark(s) appear in a list under the Bookmarks option. Clicking on a bookmark in that list
takes the user directly to the page specified.

December 15, 2000
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REAC Technical Service Support

The Contractor’s Help Desk can contact staff in the Physical Inspection Operations area within
REAC for assistance regarding inspection scheduling, cancellations, and DCD support issues.
Assistance is available Monday through Friday from 8:00 AM to 5:30 PM.

REAC Technical Service Support Phone Number

1-877-406-9220

REAC Technical Assistance Center Information

Users can contact the REAC Technical Assistance Center with any questions or problems
Monday through Friday 7 a.m. to 8:30 p.m., Eastern Standard Time. The REAC Technical
Assistance Center can be contacted by telephone or using the email link (Contact Us)
throughout the REAC website.

REAC Technical Assistance Center Phone Number

1-888-245-4860

December 15, 2000 PASS Release 2.5 8
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Accessing Scheduling

Security

Because PASS Scheduling is a secure, Web-based system containing sensitive public housing
information, a HUD-issued user ID is required for access. Further restrictions apply regarding
access to property inspection information. Authorized users only have access to inspection
scheduling information for properties within their contract and assignment.

Authorized users for PASS Scheduling include:

Master Schedulers (HUD-contracted inspectors responsible for scheduling)
Inspectors who conduct on-site physical inspections at HUD properties

Authorized User Login

To access PASS Scheduling, a user must log in with a HUD-issued user ID. The letters in the
user ID must be entered as capital letters. The password must be entered exactly as the user
requested it on the registration application. For example, a password entered in lowercase
letters on the registration must always be entered in lowercase letters to successfully log in to
PASS Scheduling.

To log in to PASS Scheduling:

1. From the desktop, double-click on the Internet browser (e.g., Netscape*) icon. The initial
page displays. The Yahoo!" main page is shown as an example.

NOTE: HUD REAC users can access the Internet using the HUDweb icon on their
desktop.

*CopyrightO Netscape Communications Corporation. All rights reserved. Protected by the copyright laws of the
United States and international treaties.

+CopyrightO Yahoo! Inc. All rights reserved. Protected by the copyright laws of the United States and international
treaties.

December 15, 2000 PASS Release 2.5 9
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2. Double-click in the Location field under the toolbar to highlight the current URL.

NOTE: Highlighting the URL allows the user to overwrite it with the desired URL. Press
the Backspace or Delete key to delete the current URL and type in a new one.

« = 3

Bl Fomnward  Reload

4 2 ]

Home Search  Metscape

= &

Print Security Zine]

i Bookmarks & Location: [

2 fhudweb hud. gow
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3. Enter the following URL address: http://www.hud.gov/reac

The Real Estate Assessment Center home page displays:

HUD HOME ABOUT HUD Q&EA SEARCH/!INDEX E-MAIL

real estate
assessment center

WHAT'S NEW
customers
WEB CONVERSION COMPLETE
Thanks to all of our business partners for your patience
during our YWebsite conversion. You have probably noticed
that the old "system pages”, PASS, RASS, FASS have
become "products” to reflect the shift in REAC's focus
products frorn developing systems to producing assessment
products. If you are having trouble finding anything in the
new forrmat review YWEB FEATURES or contact us for
assistance.

tools ONE STOP LOGIN FOR ANY SYSTEM
If you were accustomed to going to a product page to login
to secure systems, now you can login fram any page an
our Web by selecting online systems from the Topics
menu on the left.

online systems MEED CUSTOMER SERVICE?
REAL has renarmed its Custormer Serice Center, the
contact us Technical Assistance Center (TAC). In addition to

responding to calls, letters and email, the TAC will provide

4. Click on the online systems link. The online systems page displays:

___,r'"-’. B HUD HOME ABOUT HUD Q&EA SEARCH/INDEX E-MAIL

" online systems

If wou already have a User ID, click on

TOPICS the "Log In" button to proceed directhy to
Secure Connection. Note that upon log in, LOGIN |
customers the "User Hame" field actually requires your
products user ID.
tools
online systems WHAT'S NEW
contact us
reac home NEW! Financial Assessment Subsystem - Public Housing Agencies

Top level financial statements are now required to be submitted with the
audited financial submission.

December 15, 2000 PASS Release 2.5 11
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5. Clickon .

The Secure Systems User Login page displays.

Uszername and Password Reguired x|

Enter usermame for Enterprize Server at
hudappz. hud. gov:

Izer Mame: | M11111

k. | Cancel

Fazsword:

6. Enter your user ID in the User Name field. Use capital letters.

7. Using the Tab key on the keyboard, move to the Password field. Enter your password. The
password is case-sensitive; enter it exactly as you entered it on the registration application.

Ok

8. Click on the button. A Legal Warning page displays.

Seenre-Systems -«

Hin

L

NS Drape of Homidng
wrel 1 plny P maed

Legal Warning

Miuse of Federal Infarmation theeasgh the HUD Secure
Creqnecton web ste falls under the prosisions of Gtle 128, Tedted
Stares Cods, Secnen 1030, This law specifies pepalies for
exceedme authorized access, alterstions, darpage, ar deauction of
wfermation reswdng on Fodeoral Comguteors,

Continue
% a4
HNami Foklotog

9. After reading the page, click on the button to access Scheduling. The Secure
Systems page displays.
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Smsﬁt |||':l":-'."'='--mIr

Systems

+ Physical Assessment Subsystem (PASS)

System Administration - cuide

= User D Maintenance
= Business Parners Maintenance
+ Password Change

g
H'?M_ ﬂ‘-wlcmT2||

Lue hoditied: Sastambar 11 D000

The Secure Systems page contains a link to the Physical Assessment Subsystem
(PASS).

10. Click on the Physical Assessment Subsystem link to access Scheduling.

11. The Physical Inspection Main Menu page displays as follows:

Master
Scheduler

Physical Inspection Main Menu
e s R R e S sl s |

*I |it + Schedule/view Inspections
II + Inspection Review

05, Dot of Memslag « Bulk Upload

and Ufhan T ey cliguineit

Secure Systems
Kenu

Physical Inspection Main Menu

| Inspector E I||II'I| )
il

» ScheduleMview Inspections

» Inspection Review

L%, epi. of Flouslng
and Urban [Feyebopment

Seciure Systems

Menu

12. Click on the Schedule/View Inspections link to access Scheduling. The Inspection
Scheduling main page displays.
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If you are a Master Scheduler/Inspector for 1 or more Contractors, the Contractor Scheduling
Page displays:

scheduling

Inspection Scheduling

| Contractor

! H

Inspection Scheduling |

If you are a Master Scheduler/Inspector for 1 or more Contractors and 1 or more Servicing
Mortgagees, the Contractor/Servicing Mortgagee Scheduling Page displays.

scheduling

Inspection Scheduling

| Contractor  Servicing Mortgagee

! |l Bl

Inspection Scheduling |

Master NOTE:If you are Master Scheduler for a Servicing Mortgagee, please see
Scheduler,/  Appendix A of this user guide for complete instructions.

December 15, 2000 PASS Release 2.5 14
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Inspection Scheduling

Scheduling Features

The Inspection Scheduling main page is the first page in Scheduling.

Master Master Schedulers will see only the contract(s) for their organization displayed in
Scheduler / the Select a Contract field.

Inspectors will see the contract(s) to which they have been assigned displayed in

HNSPECTOT 4 the Select a Contract field.

Terra Properties, Inc. is shown as an example.

Inspection Scheduling

Contractor

|Terra Properties, Inc. j

Inspection Scheduling |

Once you have selected a contractor, Please Select a Contract appears. Choose a contract
from the drop down menu.

Inspection Scheduling

Contractor

|:I'erra Properties, Inc:__j

Plaase Selact a Contract
Area 2-Terra Properties, Inc. (Contract Z-OPC-T856T) j

Once you have selected a contract, Please Select a Task Order appears. Choose a task order
from the drop down menu.

December 15, 2000 PASS Release 2.5 15
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Inspection Scheduling

|  Contractor

IITerra Properties, Inc. 7]
1

Please Select a Contract
Iﬂdea 2-Terra Properties, Ine. (Contract Z-OF‘G-?ESE]’H

Please Select a Task Order
| selectALL Task orders 7|

Inspeclion Scheduling | View Changes

The Inspection Scheduling main page contains two buttons.

The |__inspection Scheduling | button brings you to the Schedule Inspections query page.

The| View Changes | button takes you to the Schedule Changes page. This page shows all

changes made to the inspection schedule within a specified timeframe.

Sﬂﬁﬂﬁf Master Schedulers can view schedule changes and modify inspection schedules
€L/ within their organizations.

Inspectors can view schedule changes to their inspection assignments and modify
their own assignments.

Property Profile pages contain background information on the property and owner. All fields
on the Property Profile pages can be edited to maintain the most current information in the
database. Property Profile pages are accessed through the Inspection Schedule Report and
Schedule Changes pages.

Master The Bulk File Upload Module page allows you to send amended scheduling,
Scheduler / property and participant information from your computer to REAC.

Saving Updates

Users can modify their inspection schedules and property information (i.e., address, phone

number, owner, etc.). Click on the button at the bottom of each page to save
changes in the database. To maintain accurate data in the Scheduling database, it is important
to save all changes.

December 15, 2000 PASS Release 2.5 16
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Once you have clicked on , you will see a page like this, confirming that the data has
been saved:

Inspection Scheduling Results

1 rows have been successfully changed.

Physical Inspection Main Menu

Click on the Physical Inspection Main Menu link to return to the main menu.

December 15, 2000 PASS Release 2.5 17
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Schedule Inspections Query Page

The Schedule Inspections query page allows users to search for specific inspection
assignments. Users can request to update inspection schedules, view inspection reports or

create text reports from this page. Searches can be refined—that is, they can be made more

efficient—by entering specified Selection Criteria such as: City, State, Zip Code, Inspection

Schedule Date Range, Inspector ID, Inspection Number(s), and Property ID(S).

Schedule Inspections

Function
' Schedule Inspection © View Weh Page Report ¢ Create Text Report
View
© Wiew Unscheduled © View Scheduled
Inspections Inspections

Selection Criteria

@ View All Inspections

Property:

City: |
State: I ;i
Zip Code: I

Inspection Schedule Date Range:
Begn [1275572050 2] & g [270572000 [ &
Inspector ID: |_ Select Inspector
Inspection Number: From: |— Ta: |
Property 1D: Frorm: r— Tao: |

Submit | Reset |

o The Schedule Inspections page allows Master Schedulers to select and access
Scheduler / pages where they can:

assign inspections to inspectors
revise inspection assignments
view inspection reports

create text reports

where they can:

The Schedule Inspections page allows Inspectors to select and access pages

December 15, 2000 PASS Release 2.5

18



Scheduling and Bulk Upload Quick Reference Guide for Contractors
Physical Assessment Subsystem (PASS) 2.0
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revise their inspection schedules
view inspection reports

To access the Schedule Inspections query page:

1. Onthe Inspection Scheduling main page, choose a contract from the drop-down list in the

Select a Contract field.

2. Once you have selected a contract, Please Select a Task Order appears. Choose a task

order from the drop down menu.

3. Click on the | Inspection Scheduling

Ibutton. The Schedule Inspections query page

displays. The Schedule Inspections query page allows users to narrow their search by
specifying additional criteria. Use the scroll bar to view the entire page.

Function
& Schedule Inspection
View
 View Unscheduled
Inspections

Selection Criteria

* View All Inspections

Property:

Schedule Inspections

" View Weh Page Report ¢ Create Text Report

" View Scheduled
Inspections

City: |
State: I ;]
Zip Code: I

Inspection Schedule Date Range:

Inspector ID: | Select Inspector

Begin: [12/05/2000 |4] & Eng |12f05f2000 |Lz] =2

Inspection Number: From: | Th: |
Property 1D: From: | To: |
Submit | Resst |
Query Fields

The Function and View query areas at the top of the Schedule Inspections page are required.
Users must select one option in each area. The query fields in the Selection Criteria area are all

optional.
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Function

The Function field determines what users can do with the inspection information. Users have

three options: Schedule Inspection allows users to modify schedule information in the
Inspection Schedule Report page; View Web Page Report allows users to view or print the

Inspection Schedule Report page; and Create Text Report allows users to download the
scheduling information for use on their own computer. Click on a radio button to select an
option. The default selection—the selection that is automatically selected when you load the
page—is Schedule Inspection.

View

The Viewfield allows users to select the type of inspections to view. Users can View All
Inspections, View Unscheduled Inspections, or View Scheduled Inspections. Click on a radio
button to select an option. The default selection is View all Inspections.

City

The City field allows users to search for inspections in a specific United States city. Click in the
field and enter the name of the city, or leave this field blank.

State

The State field allows users to search for inspections in states and territories. Click on the drop-
down arrow to view the entire list of states. Click on a state to select an option from the list, or
leave this field blank.

[ |

4 - e [E]

Home Seamch N ﬁ:::l!l

" lakha
Schedul mee
idiana
lerwa
FYjcanzas
G o
on T Wiew Web Page Ef:;;:“a
Inspa|ains
Maryland
s Wisw Unschedu|Massachusetts
picninan
Minnesata
Wiew mad Misaisaippi
Pli=a0Lri
City: Martana
a Mebraska -

=R =

Zip Code

The Zip Code field allows users to search inspections in a particular postal zip code. Click in
the field and enter the zip code, or leave this field blank.

Inspection Schedule Date Range

To search for inspections within a range of dates, enter the Begin and End dates of the time
frame. The default dates are the current date.
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To enter new dates in the fields:
1. Click on the Eraser & button to clear the date field.

2. Click on the button. The Calendar box will appear, set to the current month with
the current date in a contrasting color.

37 Calendar - Netscape

Today

15| =|/oec =li[2000 =] 3 =]

s M T W T F 8

0 11 12 13 14 15 1§
17 18 1% 20 21 22 23
24 25 26 27 28 2% 30

3. To select a date in the calendar box:

Click on a date (e.g., 15) to select a date in the current month.

To move forward or backward by month, click on the =1 or LZI (single arrows)
buttons at the top of the calendar. Use one click per month.

To move forward or backward by year, click on the or (arrows with vertical
lines) buttons at the top of the calendar. Use one click per year.

Use the drop-down arrows to select month and year.

After you have selected a month and/or a year, the calendar will switch to it
automatically. Then click on a specific date within the month.

NOTE: If a date is entered only in the Begin field, the query results will list all
inspection schedule data ranges equal to or greater than the inspection
schedule data range entered.

If a date is entered only in the End field, the query results will list all
inspection schedule data ranges equal to or less than the inspection schedule
data ranges entered.

To generate a search for one inspection schedule data range, enter the same
date in the Being and End fields.
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4. The calendar box will close after you have selected a date. If you decide not to select a
date, click on the control E icon to close the window.
Inspector ID

The Inspector ID field allows users to search for inspections by Inspector ID number. Enter the
ID (“M” number) in the blank Inspector ID field, or leave this field blank.

e If you do not know the ID number of the Inspector you wish to research, click on
the Select Inspector link to view a list of all Inspector ID numbers. Click on an
Inspector ID to select it. Upon clicking, you will return to the Schedule Inspections

page where the Inspector ID you chose will display in the Inspector ID field.

5 Inspecior List - Netscape

Inspectar List Sart By: | Inspestor Id =]

Prew I Wigw: 1 - 25 of 243 | bext Select Mo. of Records to Show: 125 'i Fage Mo: I 1 'i

Inspectar Id Inspectar Namne Horme State Harme City
M34567 JOE KOKO AK MERRYWEATHER
M45556 MARY SMITH AL BOATON

M55667 PETER PIPER MO AFTON

MB4556 AL MCCALL KY BORNEQ

inspector B The system automatically displays your ID in the Inspector ID field.

Inspection Number

The Inspection Number field allows users to search a specific inspection or a range of
inspections by entering the inspection number(s). Click in the blank field(s) and enter the
inspection number(s), or leave this field blank.

NOTE: If an Inspection Number is entered only in the From field, the query
results will list all inspection numbers equal to or greater than that
Inspection Number.

If an Inspection Number is entered only in the To field, the query results
will list all Inspection Numbers equal to or less than that Inspection
Number.

To generate a search for one inspection number, enter the same
inspection number in both the From and To fields.
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Property ID

The Property ID field allows users to search a specific property ID or a range of property IDs by
entering the property ID number(s). Click in the blank field(s) and enter the property ID
number(s), or leave this field blank.

NOTE: If a Property ID is entered only in the From field, the query results will list
all Property Ids equal to or greater than that Property ID.

If a Property ID is entered only in the To field, the query results will list all
Property Ids equal to or less than that Property ID.

To generate a search for one Property ID, enter the same Property ID
number in both the From and To fields.
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Inspections Schedule Report Page

The Inspections Schedule Report page contains basic information on scheduled and
unscheduled inspections. It also contains text boxes where you can enter or change

information. To ensure data integrity, any modifications to the inspection schedule or property

profile information should be made before downloading the inspection.

LnspecTor

Master Schedulers can assign inspections to any Inspector.

Inspectors can modify the date and time of their inspections and can view
information about the properties where those inspections will take place.

Property Froperty
5]

Name State

City
24543 VALLEY RIDGE BOATON AL

SEASHELL

GS65788 oy wE MERRNTOMN AL
MARTON
2146390 HOUSE CARDUSEL AL

Inspections Schedule Report

3 Record(s) Found

Scheduled Inspections

Brav  |wiewsq-3of 3 Magt I Select Ho_of Records bo Show: |15 *| Page Ha: | ! vl Sqarch Page |

Insp.
No.

Insp.

Insp. Date Time

Insp. ID

Contract Task

Contracter No. Order

63646 [Dec 93000 | [P

[massaa

'Il'erra Propeties Z-DPC-TBSET &
nc

ETRE RS

54022

|mza478

llglgra Dropertdies  Z-OPC-TERET &

55160  [Apr 11983 IA_

Update Reset

|mzadrs

‘Ecrcra Properties  Z-OPC-TE5E7 4
n

Physical Inspection Main Menu

01/0142001

015017200

0012001

End Date

NOTE: If the report appears to be longer or wider than your screen, use the browser’s vertical

and horizontal scroll bars to extend your view.

To schedule an inspection or modify an inspection schedule:

1. Onthe Schedule Inspections query page, click on

Function section. Click on

& Schedule Inspection

in the

* View All Inspections

in the Inspection View section.

2. Enter search criteria if you wish, or leave these fields blank.

NOTE: To clear all the fields in the View area, click the

Feszet

button.
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3. Click the ST button. The Inspections Schedule Report page displays.

Inspections Schedule Report

3 Record(s) Found
Scheduled Inspections

Prav  |wiew-1-30f3 Hagt ISele.:t Ho.cf reeumdsbosr.uw:liﬁ 'IPage Ho: |} 'I Sqareh Paga |

Property Property : insp. Insp. Contract  Task

D Name City State Ho. Insp. Date Time Insp. ID Contractor Ho. Order End Date
24543 WALLEY RIDGE BOATOMN AL 53646 |Dec 92000 IF'_ Ifl1415555 'Il'erra Properies Z-OPC-TESET 5 12001

ne

sseeipe  SCASHELL  yepevron sl se023 [Dec 100 || [WEEers ra Properties  Z-OPC-76567 & 0110172001
50789 \ALLAGE ' fga Froperies  £ORC-

214890 HSELEN CAROUSEL AL 85160 [Fpriises | [&  [wzsazs | TeraFropedies  Z-OPCTESET 4 0140112001

Update | Reset

Physical Inspection Main Menu

The Inspections Schedule Report page shows basic information for all inspections that match
your search criteria.
Master When the Master Scheduler assigns an inspection, the following fields must be
Scheduler / updated:

Insp. Date (Inspection Date)

Insp. Time (Inspection Time) : The correct format for the Inspection Time field
is A for AM and P for PM

Insp. ID (Inspector ID)

Inspectors can modify only the Inspection Date and Inspection Time fields of
inspections assigned to them.

4. If you make schedule changes, click on the Update button to save them. You will see this
message after you click:

Inspection Scheduling Results

2 rows have been successfully changed.

Physical Inspection Main Menu
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If an inspector has been scheduled for more than one inspection on the same date and
time, a warning message is displayed to inform the scheduler of the scheduling conflict.

www?_hud.gov - [JavaScript Application] I

& Inzpector 11117 haz 2 inspections scheduled on 27-4ug-33 P,

NOTE: The scheduled inspection will be added to the database.

If necessary, click on the Property ID link to review and update the Property Profile page. The
VALLEY RIDGE page is shown as an example.

VALLEY RIDGE

Property Information
Proparty 1D: 314543 PIH Preject Meo.: AKOGPOO100T
Inspaction No.: 63646 Building Count: |1

Property Name: I'l.l'aﬁef:.r Ridge

Property Address:
Strest [e.o. mox 720
|
City: |[Boaton state: oL zp:  [pseai. o000’
Phene: T Fax: [
Emall: |

ChemerPHA Information:
Mame: |F‘ar|mr r— | Steensen

Organization:  |Alabama Public Housing Corp.

Street |F.o. Box 101020
|
City: [Lawrence State: m- Zip: W W
Phone: [po7ssesion e fo  Fax o
Emall: |
Update Proste | Resat |

Ehysical Inspection Main benu

Users can edit all fields on this page to update the property information.

To enter new information, click in the blank field and type the information.
To edit existing information, double-click in the field to select the text. Then enter the
new information.
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NOTE: Click on the L2222t button to clear changes, if necessary.

pdate Frofile

Click on the button to save the property information in the database. A
message page displays confirming your update.

Update Profile

The Profile update was successful.

Phryysical Inspection bMain Menu

Click on Physical Inspection Main Menu to return to the main menu.
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View Web Page Report Option

The View Web Page Report option allows users to view or print the Inspection Schedule

Report page. Use the scroll bar to view all the columns, if necessary.

Property Property Insp.
D Name i State ..

34542 WALLEY RIDGE BOATON AL G3646

SEASHELL

5336783 . aeE WERRYTOM AL 54023

MARTOMN

2143990 HOUSE CARQUSEL AL 55160

Inspections Schedule Report

3 Record(s) Found
All Inspections

Prav [vfaw: 1. 3ef 3 Mot | st Ba of Reserds o Shaw |25 m-pfua.ll 7] | Semch Page

Insp.

Contract  Task  Begin
Insp.Date 7P Insp.ID  Contractor o Braart Dite End Date
DecS2000 P M45558 era Pparies. 20PCTES6T 5 04011938 O1OLZ001
Dec12000 A M29478 Jjame Repani e L FCRCTRRES 5 040011998 010152001
Apr11988 A M29478 pEn Proeerles. ZOPLTEST 001090 010172001

To view the Web Page Inspection Report:

1. From the Schedule Inspections

query page, click on

" View Web Pagye Report

the button in the Function section of the page.

: : 0
& Yiew All Inspections

Property:

Schedule Inspections

Function

@ Schedule Inspection ¢ View Webh Page Report © Create Text Report

View

Yiew Unscheduled

Inspections
Selection Criteria

" View Scheduled
Inspections

City: |

= ‘iew All Inspections

2. Click on the

" View Unscheduled Inspections

, or  view Scheduled Inspections ‘ button

in the View section.

3. If you wish to narrow your search results, enter information into one or more fields in the
Selection Criteria section of the page.
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Subrnit

4. Click on the
inspection information matching the submitted criteria.

button. The Inspections Schedule Report page displays with the

5. If necessary, click on the Property ID link to review and update the Property Profile
Information page. The VALLEY RIDGE page is shown below as an example.

VALLEY RIDGE

Pmpany Information
Property ID: 34543

Inspaction Me.: 63646

PIH Project Ne.: AKOGPOO100T
Building Count: |‘|

Property Name: [Valley Ridge
Property Address:

Street le.o. mox 729

Brsical Ingpection Main heny

City: |Boaton State: E;—L Zip: Eﬁ. I.ETDE-‘
Phone: Ii I_ Fax: Ii
Email: |
Owner/PHA Infermation:
Name: |Parker [ [Steensen
Organization:  [Alabama Public Housing Corp.
Street [P.o. BoX 101020

|
City: fLawrence State: [AL zip:  [ess10. [i0z0
Phone: |ao73388100 @ [0 Fae [0
Email; |

Updale Prodte | Resat |

Users can edit all fields on this page to update the property information.

To add new information, click in the blank field and enter the data.
To edit existing information, double-click in the field and type in the new data.

| button.

Update Profile

6. Click on the
message page displays confirming your update.

NOTE: If you make a mistake or wish to return the page to its original state, click on the

button to save the property information in the database. A
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Update Profile

The Profile update was successful.

Phyysical Inspection tain Menu
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Property Profile Page

Users can access Property Profile pages through links in the Property ID column located on
the Inspections Schedule Report page. Property Profile pages show basic details of the
property and owner currently available in the Scheduling database. Users can edit all the fields
on the Property Profile page. To ensure data integrity, updates to the Property Profile page
should be performed before the inspection is downloaded.

NOTE: Only information currently available in the Scheduling database displays. The
Property Name displays at the top of the page. The VALLEY RIDGE page is

shown below as an example.

VALLEY RIDGE

Pmpany Information
Property 1D: 34543 PIH Preject Mo.: AKOGPOO100T
Inspection No.: 63646 Building Count: |1

Property Name: IM‘&IET Ridge

Property Address:
Street [e.o. Bex 729
I
City: |Boaton state: o Zp:  [osea3. 0000

Phone: r— I_ Fax: Ii

Email: |

OemerPHA Infermation:
Mame: IParll;ar I_l Steensen

Organization: |Alahama Public Houging Corp.

Street [e.o. Box 103020
I
City: [Lawrence State: W— Zip: w- W
Fhane: [073386100  eq o Fae o
Email: |
Update Prosie | Rezet |

Physical Inspection Main Menu

Users can edit all fields on this page to update the property information.

To add new information, click in the blank field and enter the data.

To edit existing information, double-click in the field to select the data and enter the new
data.

NOTE: If you make a mistake or wish to return the page to its original state, click on the

L button.
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To access a Property Profile page:

1. Onthe Inspections Schedule Report page, click on a Property ID link (e.g., 34543) in the
first column.

Inspections Schedule Report

3 Record(s) Found
Scheduled Inspections

Prav  |wiew-1-30f3 Hagt ISele.:t Ho.cf reeumdsbosr.uw:liﬁ 'IPage Ho: |} 'I Sqareh Paga |

Property Property - Insp. Insp. Contract Task

D Name City State Ho. Insp. Date Time Insp. ID Contractor Ho. Order End Date

24543 VALLEY RIDGE BOATON AL 63646 [Dec S 2000 |F' |r-h15556 'Il'erra Properties Z-OPG-TBSET 5 00172001

nc

f556709 SE!'SH:ELL WERRYTOM AL 54022 [Dec 12000 |E |ms|.1?s ra Propertties  Z-OPC-7B567 § 14015200
i E ﬁc opertias - - 1017200
MARTON arra Properies  Z-OPC-TB5E7

2148200 HOUSE CAROUSEL AL 55160  [Apr 11993 F |M?£I-1TB H.m 4 0140172001

Update Reset

Physical Inspection Main Menu

The Property Page displays. In this example, it is the VALLEY RIDGE page.

VALLEY RIDGE

Property Information

Proparty ID: 34543 PIH Project No.: AKOSPOO100T
inspection Ne.: BIE46 Building Count: [T
Preperty Mame: [Valley Ridge
Property Address:
Strest [F.0. mox 729

|
City: [Boaton  Stae: oL e [ D000
Phane: [ T | Fax;
Email:
OwnarPHA infermation:
Mama: [Parker [ [steensan
Organization: [Alabama Public Housing Corp.
Street fp.o. mox 101020

|
city: [Lawrence  state- AL mp: [0 fimn
Phone: mt-0 Fax: o

Upsste Froma | Reset |

EBinical inspeciion Marn hieou
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Users can edit all fields on this page to update the property information.

To add new information, click in the blank field and enter the data.
To edit existing information, double-click in the field to select the data and enter the new
data.

NOTE: If you make a mistake or wish to return the page to its original state, click on the

button.

Update Fraofile

2. Click on the button to save the property information in the database. A
message page displays confirming your update.

Update Profile

The Profile update was successful.

Phyysical Inspection kain Menu

3. Click on the Physical Inspection Main Menu link to return to the main menu.
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Create Text Report Option

Naster The Create Text Report option allows Master Schedulers to download inspection

scheduler / Schedule, inspection property and inspection participant information to their own
computers.

NOTE: This function should only be used if a large number of records need to be
updated.

Inspections Schedule Report
(Scheduled Inspections)
3 Recond(s) Found

Highlight the fext between the horizontal lines. Copy it, then paste itinto an Bxcel file. In Excel, use the wizard to comet the format

Property Id:Inspection Id.:Prop. Nawe:City;State:Insp. Date:Insp. Time;Inspector ID:Contractor Name:Contract No.Task Order:;Begin Date;End Date
3454363646 VALLEY RIDGE, BOATON, AL Dec 8 2000; P, M45558,; Terra Propeities Inc.Z-0PC-T8567,5,04/01/92,01:01/2001*

£i556 729, 54023, SEASHELL VILLAGEMERRYTOMNAL: Dec 1 20004, W2G4TE; Teira Properiies | no.Z-0F C-T6 557, 6;04/01/99,0 1 /01/2001°
214895 0,55760; NARTON HOUSE,CAROLUSELAL Apr 1 1998, A; M28478; Terra Froperies Inc;Z-0RC-7a5674, 04/ 018 %01601/2007°

Physical Inspection Main Menu

To create a text report:

1. Click on the |~_Create Text Report
Inspections page.

button in the Function section of the Schedule

Schedule Inspections

Function
& Schedule Inspecion  © View Weh Page Report " Create Text Report
View
PR Te o
(5 Wi ATl Tnspiectons Vum.f Unscheduled VIE“.’ Scheduled
Inspections Inspections

Selection Criteria
Property:

City: |
State: | =]
Zip Code: |
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" View Unscheduled © View Scheduled

2. Clickonthe |~ view All Inspections| | Inspections or | Inspections

button in the View section.

3. If you wish to narrow your search results, fill in one or more of the fields in the Selection
Criteria section of the page.

Subrnit

4. Click on the button. The Text Reports page displays:

Text Reports

Inspection Schedule Text Report

Inspection Property Text Report

Inspection Participant Text Report

Participant Role Reference Text Report

5. Click on the link that describes the report you want to create. In the example below, you see
the screen that displays after we clicked on Inspection Schedule Text Report.

Inspections Schedule Report
(Scheduled Inspeciions)
3 Record{s) Found

Highlight the text between the horizontal lines. Copy it, then paste it into an Excel file. In Excel, use the wizard to correc the format

Property Id:;Inspection Id.:Prop. Name:City:3tate;Insp. Date;Insp. Time:Inspector ID;Contractor Name;Contract No.Task Order;Begin Date:;End Date

3454363646, VALLEY RIDGE, BOATOMAL.Dec 8 2000; P, M45636; Terra Propeities Inc:Z-0OPC-TG567,5,0401/88,04/01/2001*
G556 789, 54023, SEASHELL VILLAGEMERRYTON: AL, Dec 1 20000A; MW284TE: Temra Properiies [neZ-0P C-T 86T, 5,04 /01/84,0 10172001
2148930,55760; NARTON HOUSE, CAROUSEL ALyApr 1 1999, A; M20478; Terra Froperties Inc.Z-0PC-T85874 04000901 01/2001

Physical Inspection Main Menu
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6. Highlight the text between the horizontal line and the Physical Inspection Main Menu link.

Inspections Schedule Report
(Scheduled Inspections)
3 Recond{s) Found

Highlight the et between the horizontal ines. Copy it, then paste itinto an Excel file. In Excel, use the wizard to comet the format

Physical mnspection Main Menu

7. Copy the text by pressing the CTRL and C keys on your keyboard, or by selecting the copy
command in the Edit menu.

8. Create a new document in Microsoft Word and follow these steps to format the document:

a) Click on File, then on Page setup.
b) Click on the Margin tab, change the Top, Bottom, Left, and Right margins to O
c) Click on Paper Size tab and change the Orientation to Landscape

d) Click onthe button.

e) Click on Format, then on Font, and change the font style to Arial, the font size to 8.
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9. Paste the highlighted text into the new document by pressing the CRTL and V keys on your
keyboard or by selecting select the Paste command in the Edit menu.

File Edit “jew Insert Format Tools Table ‘Window Help

L Elllz

DEE &% A EE 5 Bl § 100% - &
Marmal - Arial 1] =EE (ST EE [ - ﬁ
ddata |

I T T e L T

Property_Id:Inspection Id Prop. MName,City,State:Insp. DateInsp._Time Inspector ID,
Contractor Mame: Contract Mo Task Order:Begin Date:End Date

3454563646 VALLEY RIDGE BOATOMN AL Dec 9 2000,F:M45556, Terra Properties

© | Inc Z-OPC-T6567.5,04/01/159%.01/01/2001*
- E5567e9 04023 SEASHELL VILLAGE MERE YTOMN AL Dec 1 2000, 4 M25475, Terra

Properties, Inc. Z-OPC-76567,5,04/01/1555,01/01/2001#
214892055160 MARTON HOUSE CAROTSEL: AT Apr 1 19294 M2547E; Terra

™ I Properties, Inc.,Z-OPC-76567,5,04/01/1999,01/01/20014

10. Use your mouse to highlight all of the text in the Microsoft Word document. Then click on
Table in the Menu Bar and select Convert Text to Table.

|Ble Edt Yiew Insert FWI“*_T#&HI'MM
DS E 8l % ¢ e

| Mormal = Arial -

Contractor Mame: Contract -

e eerreee | ||:||r_|J|'

34543MVELI_¢EY & Hesnnes
© Y Inc;Z-OPC-76367,5,04/0°

- 1| 6556789,54023.SEASHE]

: - Properties, Inc.; Z-OPC-7€ 2] sart...

- | 214893035160, NARTOY  Formula...

= i| Properties, Inc.;Z-OPC-7€ =i ot
Sheowe Gridlines

. f‘- LTt .
= || Property IdInspection Id o . o 0o

CelllHelghif and Bt .

Cormert Text bo Table..,

OREH BT o - @ |
E|SEFEE O-2-A-

ep._DateInsp.Time Inspector ID);

2000, 145556, Terra Properties

Dec 1 2000 4329478 Terra

% 1 19998 029478, Terra
|01
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The Convert Text to Table window displays.

E — oK |
El Cancel
Autka 3: SutoFarmat, ..

murber of columns;

Column width:

Table format: rnone)
Separate bexk at

" Commas
' Other: |,_

(" Paragraphs
" Tahs

11. Click on the Other (semi colon;) radio button to separate text, then click on the

button.

12. The data will immediately be formatted into a table. It is now ready for you to update

inspection schedule information.

T M e g e o S50 TR DAE | WEnTE | Wepec | Corfracter | Corraci g | Tk Oder | ERGnbEE |
ame |
E L] R Walley Fidge .,,:g'dgn EL Dec 25 A0 F FRSS5E Terra L.OFC- = LR E ] '
Properies 7RSE7 |

s,
[t i) 25ULS =cA=HELL PAERRYTOMN AL Det 25 AN A MZ34Ts Terea LU ] T A= ]
YILLAGE Proparties TRSET |

nc,

P EE ] B NERTOH FROUSED AL JUrE e ) HIESWT Terra LT 7 [IZE0G i
|HDU9E Properties | THSET |
| L |

After you have made your updates, convert the table back to text.
To convert the table back to text:
1. In Microsoft Word, click on Table in the Menu Bar and select Convert Table to Text.
Convert Table To Text EBHE !
.Separate text W|th_ ....................... _I
" Paragraph marks .
" Tabs
| 7 Commas
: ' Other: IH_
| (8] 4 I Zancel |
2. Click on the Other radio button and then on the button. The table will be
converted back to text.
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|| Be Eft dow hot Pyt Tock Tobe Wrdim tilp
ERany R e AW HEmE=4 Ty o |5
= - i b BRI N EEEE EEEE O-F-A-

JEAZSEERAE Ml Epton AL Dar: 25 M 000P WM SEEE, Toma Prgpertias inc. Z-0RC-TESET 5 WIH A DO 0400 2o 1+
BT [res] LU L LA BB ETR Foe To L, Do 255 2000 [0 WM Ter rm Pro patiees i, -0, -TERSET, 5, 04 01 1 E0SRE8 ) S
21300 1) MART O HOLEE G LEEL ALl 223 1308 W 7, T P erties v Z-00C-TRET, 4 (4UEH 11 BEe2 0 20 1

3. Save the file as a text file to later use for the bulk upload process. The file must have a
.TXT extension.

NOTE: Whenever a Microsoft Word document is saved as a .txt file, a blank row is placed
after the last row of data. This blank row must be removed from the .txt file before it

is used in the Bulk Upload process. Complete steps 7 — 10 to remove the blank
row.

4. Click on the Start button on your desktop. Select Programs, then Accessories and finally
Notepad. The Untitled — Notepad page displays.

Bl Untitled - Notepad [_ (O] x|
File  Edit Search Help
v
|4 A

5. Click on File in the toolbar menu and select Open.
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Bl Untitled - Notepad
Edt Search Help

Mew

Save
Save bs..

Page Setup...
Frint

E xit

The Open window displays.

Open

I ﬁ Dezktop

Laok ir:

3 B & P E

K B3

ﬁ My Cormputer
25, Metwork Meighborhood

B

=) data

[ b

File name;

Upen

Filez of thpe: lTe:-:t Docurnents

6. Click on the Look in: drop-down arrow and select the location where the .txt file is stored. In
the example, we are looking for the file data.txt. Once you have located your file, click twice
on it. The File Name field will be updated with the name of the .txt file. Click on the Open

button.

EE|

Open

Look [ 25 Deskiop H = & = E
_,5 My Camputer

f—'g Metwark Neighborhood

=] data

File name:  [data b Open

Files of tupe: I Text Documents

;i Laricel |
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NOTE: Notice the blank row after the last row of data.

B data - Notepad = o] =]

File. Edit Search Help

Property Id;Inspection Id.;Prop. Hame;City;State;Insp. Date;Insp. Time; Inspectm;!

34543 ;63646 ;Valley Ridge;Boaton;AL;Dec 25 2888;P;H45556;Terra Properties Inc.;2:
6556789 ;54023 ;SEASHELL VILLAGE ;MERRYTON;AL ;Dec 25 20080;A;M29478 ;Terra Propertie:
2148998;55160;NARTON HOUSE ;CAROUSEL ;AL ;Jul 23 1999;A;M29478;Terra Properties In
I

1] | ﬁ»

7. Move your cursor to the end of the last row and click on the Delete button.

B data- Noiepad == B2

File. Edit Seach Help

._Time;Inspector_ID;Contractor Hame;Contract Ho.;Task I]rder;Begin_ﬂatE;End_DatE_'!

operties Inc.;2-0PC-76567;5;084/081/1999;81/01/2081=
Terra Properties Inc.;Z-0PC-76567;5;84/01/1990;01/81/20801=
a Properties In-::.;Z—I]P[:—?656?;11;ﬂh!ﬂ1f1999;ﬂ1!ﬂ1!2ﬂﬂ1*|

4 !tl—:
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8. Move your cursor (using the scroll bar) back to the left side of the screen. The cursor cannot
move below the last row of data because the blank row has been deleted.

NOTE: Before this text file can be used in the Bulk Upload Process the row with column
titltes (FHA Number, Property ID, etc.) and the blank row must be deleted.

9. Highlight and delete the first two rows of the notepad.

B data - Noiepad == B2
Fil=: Edit Search. Help
Property Id;Inspection Id.;

34543 ;63646 ;Valley Ridge;Boaton;AL;Dec 25 2088;F;HM45556;Terra Properties Inc.;Z2°
6556789 ;54823 ;SEASHELL VUILLAGE ;MERRYTON;AL ;Dec 25 28808;A;M29478;Terra Propertie:
21489909;55168;HARTON HOUSE ;CAROUSEL ;AL ;Jul 23 1999;A;HM29478;Terra Properties Im

. Date;Insp. Time;Inspectojs

Prop. Hame;City;State;Insg

| | L

The page re-displays with the two rows deleted.

B data - Noiepad | - |Of =]
Fil=: Edit Search Help

34543;63646;U0alley Ridge;Boaton;AlL;Dec 25 2808;P;H45556;Terra Properties Inc.;Z-.‘J
6556789 ;54023 ;SEASHELL VILLAGE ;MERRYTON;AL ;Dec 25 2888;A;HMZ29478;Terra Propertie:
21489908;551608;HARTON HOUSE ;CARDUSEL ;AL ;Jul 23 1999;A;M29478;Terra Properties In

10. Save the file as a .txt file.

NOTE: The file is now ready for the Bulk Upload Process.
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Schedule Changes Page

The Schedule Changes page allows users to view all scheduling changes made within a
specified timeframe for their contract. Each change is listed on a separate line. Users can

Yieny Changes

access the Schedule Changes page by clicking on the button on the
Inspection Scheduling page. The Schedule Changes page is view-only and provides links to

the PASS Menu and to the Property Profile.

Schedule Changes in Past4 Day(s)
5 Record(s) have been changed Since 12003/2000

{*) Means that anly the Inspectar was changed, nat the date of the inspection.
Inspection ID PropertyID Times Changed OldDate  New Date Changed By  Date Changed Confract Task Order

34543 567 2 0711001988 070211999  JANE AUSTIN (M99002) 12/04/2000  C-OPC-21241 §
34543 567 2 07/0211999  07/2211999 JANE AUSTIN (M99002) 12/04/2000  C-OPC-21241 §
776667 4778 . 07/2201993  07/12/1980  JANE AUSTIN (M39002) 1 C-OPC-21241 §
99%48877T A | 0721998 07071953 JANE AUSTIN (MI9002) 1 C-0PC-21241 5
4445542 1223 4 07071939 “g7in7/999 JANE AUSTIN (M99002) 12/04/2000  C-OPC-21241 §

Physical Inspection Main Menu

To access the Schedule Changes page:
1. Onthe Inspection Scheduling main page, select a contractor.

2. Select a contract from the choices in the Please Select a Contract menu.

Inspection Scheduling

Contractor

[Terra Properties, Inc. ]

Please Select a Contract
| Area 2-Terra Properties, Inc. (Contract Z-OPC-76567) ~|

3. Once a specific contract is selected, Select a Task Order of Contract (the contract number
selected) appears. Select the appropriate task order number.
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Inspection Scheduling

|  Contractor

:ITerra Properties, Inc. j

Please Selact a Contract
Iﬂdea Z-Terra Properties, Inc. (Contract Z-OF’G-?E&E]’H

Please Select a Task Order
| select ALL Task Orders 7|

Inspettion Stheduling | View Chanaes |

4. Click on the v G

button. The Select Timeframe page displays.

Select Timeframe
Last [T day (today) =]
Submit |

5. Click on the drop-down arrow to select the number of days in the timeframe (e.g., 4 days) to
search.

Select Timeframe

Last|4 days 'I

1 day today)
2 days
3 davs

o days

B days
1'Week
2'eeks
3'eeks
1 mMuonth
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6. Click the S button. The Schedule Changes page displays. In this example, it
reflects Schedule Changes in Past 4 Day(s).

Schedule Changes in Past4 Day(s)

5 Record(s) have been changed Since 12/03/:2000

™) Means that onty the Inspector was changed, not the date of the inspection.
Inspection ID Property ID Times Changed OldDate  New Date ChangedBy  Date Changed Contract Task Order

34543 567 2 07101999 070211999 JANE AUSTIN (M99002) 1210472000  C-OPC-21241 §
34543 567 2 07/02/1999 072211999 JANE AUSTIN (MJ9002) 1200472000  C-OPC-21241 §
6776667 4778 ! 07/221998  07/1211999  JANE AUSTIN (M99002) 1210412000  C-OPC-21241 §
999888777 21 ! 0712199  OW07/1939  JANE AUSTIN (M99002) 1200472000 C-OPC-21241 §
4445542 1223 : 07071993 " g7/07/1999 JANE AUSTIN (199002) 1200472000  C-OPC-21241 5

Physical Inspection Main Menu

7. Click on Inspection ID to access the Property Profile page.

VALLEY RIDGE
Property Information
Property iD: 34543 PIH Project Mo.: AKOEPOOTOOT
Inspection No_: 63646 Building Count: |1
Property Name: |'H‘ale;r Ridge
Proparty Address:
Straet: [e.o. Box 729
I
City: [Boatan state: o,  zp:  [Feean. D000
Phone: I I Fax: I
Email: |
OemerPHA Infermation:
Hame: |Parker [_Iﬂ-hiﬂ“rl
Organization: [Alabama Public Housing Corp.
Strest [p.o. Box 101020
|
City: [Lawrence gtate: AL 2p:  [pesi0. [ioao
Phone: |'.:|:-?me:|:|u e f-J Fuc 0
Email: |
Update Profie | Feeset |
Einwsital nspection Main Men
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Users can edit all fields on the Property Profile page to update the property information.

To add new information, click in the blank field and enter the data.
To edit existing information, double-click in the field to select the data and enter the new

data.
8. Click on the L 4| button to clear changes, if necessary.
. pdate Frofile . L
9. Click on the button to save the property information in the database. A

message page displays confirming your update.

Update Profile

The Profile update was successful.

Phyysical Inspection kain Menu

10. Click on the Physical Inspection Main Menu link to return to the main menu.
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Exiting Scheduling

Users can exit Scheduling at any time by clicking the at the top right hand corner of the
browser window. Alternatively, you can click on the Menu bar of your browser and select File

and Exit.

chedule/View Inspections or Portfolio - Hetscape

Edit “iew Go Communicator  Help

Hew b
Open Page. .. Chrl+0
Save bz, Chil+5

Save Erane e

Send Page...
Edit Page
Edit Erames
I plead ke

Ofthne

Fage Setup...
Frint Prexiew
Frint...

Cloze Chrl+haf
i Chrl+0l

T R SR

Metzcape Print Securty

4

hidl Haome Search

zite: !ET_SDh_lj.-'ll:lEISSa"SChEdU'iﬂQa"SI’ﬂ_SDhEdu'E_EILIE[_','.Dfl’l’l?tF'Dﬂ

Schedule/View Inspections or |

Function
Inspection © View Weh Page Report © C
View
| . T View IInscheduled f]
nspections !
Inspections In

" View Portfolio Selection Criteri

Selection Criteria
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Bulk Upload Option

schedule, inspection property, and inspection participant data to the Scheduling

Nasten The Bulk File Upload option allows the Master Scheduler to upload inspection
Scheduler
database. The data must be saved as a text file, with a “.txt” extension.

The data must be in the correct order with each entry separated by semicolons. The correct
order for inspection schedule information is:

Property 1D

Inspection ID

Property Name

City

State

Inspection Date (mm/dd/yyyy)
Inspection Time (an uppercase P for PM and an uppercase A for AM)
Inspector ID

Contractor Name

Contract Number

Task Order

Begin Date

End Date

The correct order for inspection property information is:

Inspection ID
Property 1D
Property Name
Building Total
Dwelling Total
Contract Number
Task Order
Organization ID
Street Line 1
Street Line 2

City

State

Zip5

Zipd

Building Number
Role Name
Phone Number
Fax Phone Number
Phone Extension
Email Address
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PIH Project
Program Type
Scattered Ind

NOTE: The following fields are not required: Street Line 2, Zip4, Phone Extension, Emalil
Address, PIH Project Number, and Program Type.

The correct order for inspection participant information is:

Inspection ID

Role ID

Participant ID
Organization Name
Last Name

First Name

Middle Name

NOTE: The Middle Name is not a required field.

Although participant role reference data can be downloaded, the information cannot be
uploaded.

Helpful Hints

There must be an asterisk (*) at the end of each row to ensure the data is properly
updated.

There cannot be an asterisk (*) within the row of data, only at the end of the row.

If a field contains a semicolon, example (Woodside Villa; Inc), the semicolon must be
deleted from the field.

When you save a Microsoft Word document as a .txt file, a blank row will be inserted at
the end of the .txt file. The blank row must be deleted before the data is uploaded to the
REAC database. If you do not delete the row, you will receive error messages when you
try to upload the data.

Below are examples of each text file:

Schedule text file

10;54003;VALLEY RIDGE;LOWBURG;AK;07/21/1999;A;M36901;MTB Investments,Inc.;C-OPC-21241;5;04/01/1999;01/01/2001*
20;54007;FRIENDSHIP VILLAGE;IOWA CITY;IA;07/22/1999;A;M36901;MTB Investments,Inc.;C-OPC-
21241;5;04/01/1999;01/01/2001*

40;54011;MANSFIELD PARK;FAIRBANKS;AR;07/23/1999;A;M36901;MTB Investments,Inc.;C-OPC-
21241;5;04/01/1999;01/01/2001*
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Property text file

6204;800010488;COLDSPRING SHORES;1;147;C-OPC-21240;6;98;11 MOON AVENUE; ;WELLTOWN;KY;48219;
;0;;3135380360;3135384427; ;None;;;N*

6421;800015096;MERRY HILLS;1;46;C-OPC-21240;6;98;2468 TUNEFUL STREET; ;CATABA;AR;10030;
;0;;,2126907000;2122347004; ; ; ;;N*

In the property text file example, there are three semicolons at the end of the data line. The first
semicolon marks the end of the email address field and the last two semicolons are for the two
fields PIH Project and Program Type which have no field values. If a text file has a field or fields
without data, still enter a semicolon where the data would appear as illustrated in the property
text file example.

Participant text file

6204;1;14002;TINSELTOWN HOUSING CORP; ; ; *
6204;3;173830;Tinseltown Housing Co.;Jefferson;Thomas; *
6204;4;2990;TIPTOP MANAGEMENT; ; ; *
6204;5;174149;Tiptop Management, Inc.;Washington;George; *

5":}?:;5';3,. To access the Bulk Upload function:

1. From the Physical Inspection Main Menu page click on the Bulk Upload link.

Physical Inspection Main Menu
e e S R R R S sasal s |

+« Schedulefiew Inspections
+ Inspechion Review
1.5, Deps, of Hausing + Bulk Upload

andl Urban Develogament

[all
3k

The PASS Bulk File Upload Module screen displays:

PASS Bulk File Upload Module

Upload Inspection Schedule for Contractors

LUpload Inspection Schedule for Servicing Mortgagees
Lpload Inspection Property for Contractors

Upload Inspection Property for Servicing Mottgagees
Upload Inspection Participant

Physical Inspection Main Menu
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2. Select the appropriate link to upload.

The PASS Bulk File Upload Module page displays. In the example below, the Upload
Inspection Schedule link was selected.

PASS Bulk File Upload Module

Please select the contractor inspection schedule file you wish to
upload:

Browse...

Lipload the File

3. If you know the pathname, type it into the File name field. If not, click on the

File Upload

Look, in; | 25 Program

1 Aim [(dnk
defaults & Flugins
dynfants E spellichlk
Full5oft
java
MNetHelp

Files of type: IHTMLFiIes ﬂ Cancel |

4. Locate and select the file.

NOTE: The file must have a .TXT extension.

5. Click on the to close the dialogue box. The PASS Bulk File Upload Module page
displays.
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NOTE: The name of the file appears in the Please select the inspection schedule
(inspection property or inspection participant) file you wish to upload field.

PASS Bulk File Upload Module

Please select the contractor inspection schedule file you wish to
upload:

Browse...

Llpload the File

Lpload the File

6. Click on the button.

a warning message will display to remind the Master Scheduler of the

Master If the inspector has multiple inspections scheduled for the same date and time
Scheduler _ (
scheduling conflict.

NOTE: If the data uploads successfully, a message window displays indicating the
number of data rows successfully loaded into the database.

If the data does not upload successfully, a message window displays indicating the row(s) of
data with errors and the type of errors. Examples of the message windows are presented
below:

Inspection Schedule Information:

Bulk File Upload

2 af'T cows hawe been paccesefidhy vpleaded.

Tplead Error Log:

* Fuw 1: Inspector ID of RAEEES = not wabd

= Rurw I: Inspector ID of M22517 5 ot wabd.

* Fuw 3: Inspector I af M3EE0T & oot wabd

= Ruarw d: Inespection date of D3ZE1599 Falle before valid rangs
= Rurw B: Inspection date must be mcluded amd walid
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Inspection Property Information:

Bulk File Upload

1l of 8 rows hawe been successhialy uploaded
Data Erver Log:

* Row 1: Inspecton T4 is mvahid
* Row 2: Inspecbon_1d is mvahd
* Row 3: [nspecton_Id is mabd
* Row 4: Inspection_Id is mvalid
* Row 5: Inspectson_Td is mvabd
+ Row 6: Inspecbon_Id is mvahd
# Row 7: [nspechon_ld 15 mvabd
* Bow¥: Inspection_1d is fvalid

Inspection Participant Information:

Inspection Participant File Upload

0 af & rows have been successhaly uploaded
Data Ervor Log:

Row 1: Inspecton ITH of 95599 is net vabd.
Rurw 2: Inspection ID of S0000 1s not vakd
Ruow 3: Inspechon [T of 88017 15 not vakd.
Row 4: Inspection I of 60000 iz net wakd
Ruow 3z Inspection IDN of G000 12 net wakd.
Burw 6z Inspecton [0 of G0000 12 not vakd

® @ & & & @

The errors must be corrected before the file can be re-uploaded. After the errors on the
text file are corrected, repeat steps 1 — 6 of the bulk upload process.

7. To return to the Physical Inspection Main Menu, click on the Physical Inspection Main Menu
link.
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Appendix A: Master Scheduler for Servicing Mortgagee

If you are Master Scheduler for only one Servicing Mortgagee organization, the Schedule
Inspections query page will display when you select the Schedule/View Inspections link on the
Physical Inspection Main Menu page.

Schedule lﬁ&pﬁ;liuns

Function
7 Brlbdale Inaspretion  © View Wab Page Ropont 7 Create Text Bopasn
View
F Virw All Inspections I:mfmrnun:“m ;s:ﬂwms::'““d
Selection Criteria
Froperty:
ciy: |
Hrana: Iﬁ
Ty Code; I_

Inspeatinn Sehodebe Diate Rasge:

Biegin [20/ 20/ z000 | & Bra. (10090 2000 Bl &
Eroring Rasge: Frem [ | T= I_ (Last Felepmad Inspechion)
Dinwirr 5 chendular ID: Esbec) Wiaatar Scheduler

Tsctpoetas THx [ St et
Tdead Fature Insgection Date;
Beg | Bl & B | lig &
Teckpoe iy Nisssshor: From: | Ta:|
Froperty ID: Eromm I— Ta ]—
FHA Mumhber; |— (M= Diaches)
Submi :| Peael

Etvencal Inmeciion Ipin Ienn

If you are the Master Scheduler for more than one Servicing Mortgagee, then the Servicing
Mortgagee Inspection Scheduling page will display. Select the appropriate Servicing
Mortgagee from the Servicing Mortgagee drop-down list. Then click on the Inspection
Scheduling button, and the Schedule Inspections query page will display.
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scheduling

Inspection Scheduling

| Eervicing Morigagee
| =

IzpbEtion Sehedulkg |

If you are the Master Scheduler for a Servicing Mortgagee(s) and Contractor(s), then the
Contractor/Servicing Mortgagee Inspection Scheduling page will display. Select a
Contractor or Servicing Mortgagee organization from the drop-down lists. Then click on the
Inspection Scheduling button, and the Schedule Inspections query page will display.

NOTE: The Schedule Inspections query page for Servicing Mortgagee is different for the
query page that shows for Contractor. The Servicing Mortgagee query page contains
additional search criteria.

: scheduling

Inspection Scheduling

Cantractor Servicing Morigagee
| E |

Inspection Echiduling |
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Schedule/View Inspections

Schedule Inspections Query Page

The Schedule Inspections query page allows users to search for specific inspection
assignments. Users can request to update inspection schedules, view inspection reports or
create text reports using this page. All searches can be narrowed by entering specified criteria
such as: City, State, Zip Code, Inspection Schedule Date Range, Scoring Range, Master
Scheduler ID, Inspector ID, Ideal Future Inspection Date, Inspection Number(s), Property 1D(s),
and FHA Number.

Schedule Inspections

Function
* Schedule Inspection " View Weh Page Report  Create Text Report
View
e o
@ Vissw Al Tiepectons VIE’“.’ Unscheduled VIE“.’ Scheduled
Inspections Inspections

Selection Criteria
Property:

City: |
State: I =
Zip Code: |

Inspection Schedule Date Range:

Begin: [10/30/2000 |42 &7 £ng: [10/30/2000 (4 &7
Scoring Range: From: I To: | (Last Beleased Inspection)
Master Scheduler ID: I Select Master Scheduler

Inspector ID: I Select Inspector
Ideal Future Inspection Date:

Begin | M&Ea] 0 e
Inspection Number: From: | Tl
Property ID: From | To|
FHA Number: [ (o Dashes)

i Submit I Reset |

Fhysical Inspection hain e
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Special features of the Schedule Inspections query page.

Feature

# Schedule Inspection

Description

Clicking on this function allows the
Master Scheduler to schedule or
reschedule inspections.

& View Weh Page Report

When this function is selected, you
are able to view Inspection Schedule
Reports for scheduled inspections,
unscheduled inspections or both
scheduled and unscheduled
inspections.

* Create Text Report

This function allows users to
download inspection schedule,
inspection property and inspection
participant information to their own
computers.

= View All Inspections

This view option allows you to see
both scheduled and unscheduled
inspections.

& View Unscheduled
Inspections

This view option allows you to see
unscheduled inspections.

* View Scheduled
Inspections

This view option allows you to see
scheduled inspections.

Select Master Scheduler

Clicking on the Select Master
Scheduler link brings up a pop-up
window. The pop-up window
displays all the inspectors selected
by the Servicing Mortgagee.

Clicking on a specific Inspector ID
link on the pop-up window closes the
pop-up window and places the
inspector ID in the entry box next to
Select Master Scheduler.

=elect Inspector

Clicking on the Select Inspector link
brings up a pop-up window. The
pop-up window displays all the
inspectors selected by the Servicing
Mortgagee.

Clicking on a specific Inspector ID
link on the pop-up window closes the
pop-up window and places the
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Feature Description

inspector ID in the entry box next to
Select Inspector link.
Clicking this button initiates the action

to locate schedule information based

on information entered for the query.
The Reset button returns all fields to

their original state.

Physical Inspection Main Menu Clicking on Physical Inspection Main
Menu link returns you to the Physical
Inspection Main Menu page. The
Physical Inspection Main Menu
page is where you go to perform
different tasks.

To access the Schedule Inspections query page:

Click the Schedule/View Inspections link on the Physical Inspection Main Menu page.

Physical Inspection Main Menu
e

II o Schedule/View Inspections

U5, Dept. of Housi * Inspection Rewew
ml‘l-l;rb:np:lliﬁfl‘:ul:;nu‘m - BlﬂkU load

*{

H*

Secure Sysiems
Menu
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The Schedule Inspections query page displays.

Schedule Inspections

Function
* Schedule Inspection " View Weh Page Report  Create Text Report
View
o n
@ View All Tispections VIE“-? Unscheduled -Vll?!“.? Scheduled
Inspections Inspections

Selection Criteria
Property:

City: |
State: i =
Zip Code: |

Inspection Schedule Date Range:

Begin: [10/30/2000 |42 &7 £ng. [10/30/2000 [ &2
Scoring Range: From: I To: | (Last Released Inspection)
Master Scheduler ID: I Select Master Scheduler

Inspector ID: I Select Inspector
Ideal Future Inspection Date:

Begn [ &m0 Mie
Inspection Number: From: | o[
Property ID: From | To|
FHA Number: [ @90 Dashes)

i Submit I Reset |

Physical Inspection Iain Menu

Query Fields

The query fields in the Function and View section of the Schedule Inspections query page are
required. Users must select one option in each row. The system automatically displays as the
default; Schedule Inspection in the Function area and View All Inspections in the View section of
the page.

The query fields in the Selection Criteria are all optional. Users can complete all, some, or none
of the fields to execute a search. The more information provided in the query search reduces
the number of unnecessary results. For example, if you have 100 properties that need to be
scheduled, and if you do not specify specific information about your properties, the Inspections
Schedule Report displays all 100 properties after the Submit button is clicked. However, if you
only want to see your properties in the state of Virginia, then select the state of Virginia in the
State field, the Inspections Schedule Report displays only those properties in Virginia.
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The Function field determines what users can do with the inspection information. Users
have three options:

Schedule Inspection allows users to enter or modify schedule information on the
Inspections Schedule Report page;

View Web Page Report allows users to view or print the Inspections Schedule
Report page;

Create Text Report allows users to download inspection schedule, inspection
property, inspection participant and participant role reference information for use on
their own computer.

Click on a radio button to select an option.

The View field allows users to search for scheduled, unscheduled, or all inspections
(scheduled and unscheduled) by clicking on the appropriate radio button.

The City field allows users to search by cities in the United States. Click on the field and
enter the name of the city, or leave this field blank.

The State field allows users to search by states and territories. Click on the drop-down
arrow to view the entire list. Click on a state or territory from the list, or leave this field blank.

prmuncat  Hel [Florida =

= ,ﬁ Giaorii
4 M Guam
RAsalnad Hars: SiHMVBiI [
Mekai |or_ sk cip s | e I
Idaha
Nlinoiz
dule [nspectian  Oindiana ot
a8
e choy
Loiisiana =
Al Inspections Itassachusails
ltanyland
£ |are
Ieichigan
Ieirmesola
Iz oun
ez =i
Clrg |IFartans
tdorih Carplrea

Hiate; hd

u

[

O]

The Zip Code field allows users to search by postal zip code. Click on the field and enter
the zip code, or leave this field blank.

The Inspection Schedule Date Range allows the user to search for inspection schedules
within a range of dates, select the Begin and End dates of the time frame by clicking in the
132

icon.
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To use the calendar box:

1. Click on the button to view the current month in the calendar box. The current date
is highlighted.

5 M T B 5
1 2 3 4 3 £ 7
& 5 10 11 12 13 14

2. To navigate in the calendar box to select a date:
Click on a date (e.g., 20) to select a date in the current month.

To move forward or backward by month, click on the I< or >| at the top of the calendar.
Use one click per month.

To move forward or backward by year, click on the < or > at the top of the calendar. Use
one click per year.

Users can also use the drop-down arrows to select the month and year from the Month
and Year menus. The calendar changes once the month and year are selected, and
users can then click on a specific date within the month.

3. The calendar box closes once a date is selected, or you can click on the X control icon
to close the window.

NOTE: If a date is only entered in the Begin field, the query results will list all

inspection schedule date ranges equal to or greater than the inspection
schedule date range entered.

If a date is only entered in the End field, the query results will list all inspection
schedule date ranges equal to or less than the inspection schedule date range
entered.

To generate a search for one inspection schedule date range, enter the same
date in the Begin and End fields.
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The Scoring Range field allows users to search by score(s) of the last released inspection.
Click on the field and enter the score(s), or leave this field blank.

NOTE: If a score is only entered in the From field, the query results will list all scores equal
to or greater than the score entered.

If a score is only entered in the To field, the query results will list all scores equal to
or less than the score entered.

To generate a search for one score, enter the same score in the From and To fields.

The Master Scheduler ID field allows users to search by the Master Scheduler’s ID
number. Enter the Inspector ID number in the box next to the Master Scheduler 1D field.
Users can also click on the Select Master Scheduler link to view a list of all Inspector 1D
numbers that have been selected to work for the Servicing Mortgagee. Click on the
Inspector ID link to select a Master Scheduler Inspector, or leave this field blank.

NOTE: The Inspector List contains the Inspector ID numbers of both, Master Schedulers
and Independent Inspectors selected by the Servicing Mortgagee. There is no
special listing that displays Master Scheduler ID only or Independent Inspector 1D
only numbers.

Inspector List Sort By: | Inspector 1d =]

Frev | vigw:1-2aof 2 Hext | Select Nao. of Records to Show: !25 'i Page Mo !1 'i

Inspector 1d Inspectar Name Haome State Hame City
Wa0518 Ling Charles WA clean
MODEE4 Robert Red WA Falls Church

The Schedule Inspections page redisplays once an Inspector ID is selected from the
Inspector List.

The Inspector ID field allows users to search by the Inspector’s ID number. Enter the
Inspector ID number in the box next to the Inspector ID field. Users can also click on the
Select Inspector link to view a list of all Inspector ID numbers that have been selected by the
Servicing Mortgagee. Click on the Inspector ID link to select an Inspector ID, or leave this
field blank.

NOTE: The Inspector List contains the Inspector ID numbers of both, Master Schedulers
and Independent Inspectors selected by the Servicing Mortgagee. There is no

special listing that displays Master Scheduler ID only or Independent Inspector ID
only numbers.
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Inspector List Sort By: | Inspectr 1d =]

Prev | vigw: 1-2of 2 Next | Select No. of Records to Show: I25 'I Fage Mo: I’I *i

Inspector 14 Inspectaor Name Haome State Harme City
hO0S 18 Ling Charles W Melean
o022 Fobert Fed WA Falls Ghurch

The Schedule Inspections page displays once an Inspector ID is selected from the
Inspector List.

The Ideal Future Inspection Date allows users to search for inspection schedules with the
ideal future inspection date, select the Begin and End dates of the time frame by clicking in

the

To

1.

2.

icon.
use the calendar box:
[££]
Click on the button to view the current month in the calendar box. The current date
is highlighted.

<] |loct =]z000 =] & =il

5 M w T F 5
1 2 3 4 35 & i
a % 10 11 12 13 14
15 14 17 18 19 20 21
22 23 24 i w7 precs
28 30 31

To navigate in the calendar box to select a date:

Click on a date (e.g., 20) to select a date in the current month.

Decemb
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To move forward or backward by month, click on the I< or >I at the top of the calendar.
Use one click per month.

To move forward or backward by year, click on the < or > at the top of the calendar. Use
one click per year.

Users can also use the drop-down arrows to select the month and year from the Month
and Year menus. The calendar changes once the month and year are selected, and
users can then click on a specific date within the month.

3. The calendar box closes once a date is selected, or you can click on the X control icon
to close the window.

NOTE: If a date is only entered in the Begin field, the query results will list all ideal future
inspection dates equal to or greater than the ideal future inspection date entered.

If a date is only entered in the End field, the query results will list all ideal future
inspection dates equal to or less than the ideal future inspection date entered

To generate a search for one ideal future inspection date, enter the same date in
the Begin and End fields.

The Inspection Number field allows users to search a specific inspection or a range of
inspections by entering the inspection number(s). Enter the inspection number(s), or leave
this field blank.

NOTE: If the inspection number is only entered in the From field, the query results will list all
inspection numbers equal to or greater than the inspection number entered.

If the inspection number is only entered in the To field, the query results will list all
inspection numbers equal to or less than the inspection number entered.

To generate a search for one inspection number, enter the inspection number in the
To and From fields.

The Property ID field allows users to search a specific property id or a range of property ids
by entering the property ID number(s). Enter the property ID number(s), or leave this field
blank.

NOTE: If the Property ID number is only entered in the From field, the query results will list
all property ID numbers equal to or greater than the property ID number entered.

If the Property ID number is only entered in the To field, the query results will list all
property ID numbers equal to or less than the property ID number entered.

To generate a search for one property ID number, enter the property ID number in
the To and From fields.
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The FHA Number field allows users to search a specific FHA number by entering the FHA
number. Enter the FHA Number, or leave this field blank.

Subrmit

Once the Function, View, and Selection Criteria are selected, click on the button,

and one of the following pages or options displays:

Inspections Schedule Report page (to schedule/reschedule inspections) via the
Schedule Inspection function

Inspections Schedule Report page (to view scheduled/unscheduled inspections)
via the View Web Page Report function

Text Reports page via the Create Text Report function
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Inspections Schedule Report Page

Once the Schedule Inspections query page is updated and the Submit button is clicked, the
Inspections Schedule Report page (for all inspections, scheduled or unscheduled inspections)
displays. The Inspections Schedule Report page contains basic information on scheduled,
unscheduled or scheduled and unscheduled inspections based on specified criteria. On this
page, the Master Scheduler assigns or reassigns inspections to any inspector working for the
Servicing Mortgagee.

Those inspectors working for the Servicing Mortgagee can view properties to which they have
been assigned and modify their inspection schedules. To ensure the integrity of the data, any

modifications to the inspection schedule or property profile information should be made prior to
the download of the inspection.

Inspections Schedule Report

5 Eecord(z) Found
All Inspections
To schedule an Inspection, enter the Inspector's Id and the Tnspection date.

You can either enter the Inspector Id inta each entry field in the grid, in the following entry box and check all recards an

the grid that you want to put this ID in, or you can simply enter the Inspector IDin the following entry box and check and

click "Apply All" to apply to all the records on this page only. ¥ou must click "Submit” in order to send your changes to
the database.

Mm I Frev | vicw: 1-50f 5 Hest I Select Mo. of Records to Show: 125 "I Fage Mo: !1 "1
Apphf All I Search Fage I
Last . Ideal
FHA Property Property . Insp. Insp. Insp. Imsp. Prior
No ID Name o ¢ E No. Date Time ID i rmnd Score Futuce
Insp.Date Date
[T ogo7sras 5362 Lake View  Vienna VA& 22103 | I 03/29/2000 67a* 032872003
[T 35567231 E00045632 FairHomes Washington DO 2009 | i il | 04/17/2000 91c*  04/17/2003
¥ 2437383 200066666 Skyline McLean HY 2000 [beeizzooc, [P| [mooesa | 1042171999 79+ 10/21/2000
W 03437444 E00076767 g:;;lfs FallsChurch NY 2002 [peetszooc| [a| [wooesa | 09/21/1999 67a*  10/14/2000
W 03373383 s00sos0sy SOP Louisville K¥ 2010 [pesiszooc [F| [woossa | 1042171999 79c*  10/21/2000

Apartments
Update I Reset |

Physical Inspection Main Menu

NOTE: Use the scroll bar to view all the columns, if necessary.
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Special features of the Inspections Schedule Report page.

Feature Description

Clicking on the Select Inspector link brings up a pop-up

window. The pop-up window displays all the inspectors
selected by the Servicing Mortgagee to work for that

Select Inspector | organizatign. ’ o

Clicking on a specific Inspector ID link on the pop-up window

closes the pop-up window and places the inspector ID in the

entry box next to Select Inspector.

If you know the Inspector’'s ID number, you can enter the

ii number directly in the entry box.

With these buttons you can view information on the previous
page or next page. In this example, there are 25 records on
the current page. To display the remaining 5 records click

rey | view: 1-25 of 20 JNEdT] Next. Once records 26-30 are displayed and you wish to
return to records 1-25, click Prev.

You can set the number of records to display at a time. The
Select No. of Records to Show ]25 v] system automatically displays 25 records at a time. You can
have 25, 50, 75, 100, 200 or 250 records to display on a

page.
You can set the page number to display. If the list of
Page No:[1 50 Scheduled or Unscheduled Inspections contains more than

one page, you can select the next page to view. For
example, if you are on page 5 and there are 10 pages, you
can go to page 8 by clicking on the drop-down arrow and
selecting 8. The page redisplays with page 8 displayed.
Once an Inspector ID number appears in the entry box, and
Apply Al you want the Inspector scheduled for all of the properties,

Apply All
click LJ and all the properties will have the Insp.

ID field updated with that inspector’s ID number.
This button returns you to the Schedule Inspections query

page.

When you select the checkbox, the Inspector Number 1D
located in the entry box automatically updates the Insp. ID
field for the row selected.

r

FHA No and Property ID links | Clicking on either link allows you to view or update the
Property Information page for a particular property.

From the Property Information page, you can access prior
Inspection Summary Reports or Investor Reports. To
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Feature Description

access, click on the Prior Inspection Data link on the
Property Information page.
Click on the appropriate View Report link to access either
the Inspection Summary Report or Investor Report.
This is where the date of the inspections is entered. The
format for the date is MM/DD/YYYY.
Insp.
Date
This is where the time of the inspection is entered. A for
a.m. and P for p.m.
Insp P
Time
This field is where you enter the ID number of the inspector
you are scheduling to conduct the inspection.
Insp. The field can be updated by the system using the checkbox,
D Apply Al
L—] button, or by manually entering the inspector ID
number.
Clicking this button schedules or reschedules the inspection
Update based on the information you have entered.
The Reset button returns all fields to their original state.
Phusical Inspection Main Menu Clicking on Physical Inspection Main Menu link returns you
to the Physical Inspection Main Menu page. The
Physical Inspection Main Menu page is where you go to
perform different tasks.
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To schedule or reschedule an inspection schedule:

1. Click on | Schedule Inspection| 1, \iio\y the Schedule Inspections query page, in the
of the page. In this example,

Function section. Click on a view option in the View section
View All Inspections is selected.

Selection Criteria
Property:

Schedule Inspections

" View Scheduled
Inspections

Function
# Schedule Inspection View Web Page Report " Create Text Report
View
=
& View All Inspections V“m_r Liselicduled
Inspections

City: |
State: i |
Zip Code: |

Inspection Schedule Date Range:

MMaster Scheduler TD: | Select Master Scheduler

Inspector TD: I Select Inspectar
Tdeal Future Inspection Date:

FHA Numhber: I (No Dashes)

Submit I Feset |

Physical Inspection Man MMem

Begin: [10/30/2000 [42] &7 Eng: [10/30/2000 |12 &7

Scoring Range: From: | To: | {Last Released Inspection)

Begn: I [12] €2 End: | 4 &
Inspection Number: From: I Te: I
Property ID: From: I To: I

2. Enter the search criteria in the appropriate fields, or leave these fields blank.

NOTE: To clear all the fields, click the LLe=22t | button.
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. Submit . .
3. Click the button. The Inspections Schedule Report page displays.
Inspections Schedule Report
S Eecord(s) Found
All Inspections
To schedule an Inspection, enter the Inspector's Id and the Inspection date,
You can either enter the Inspector Id into each entry field in the grid, in the fallowing entry box and check all recards an
the grid that you want to put this IDVin, or you can simply enter the Inspector 1D in the following entry box and check and
click "Apply All" to apply to all the records on this page only. ¥ou must click "Submit” in order to send your changes to
the databage.
Select Inspector i Prev | igw: 1-5cof 5 Hewt I Select Mo, of Records to Show: I25 __'_i Fage Ho: !1 ;i
-ﬂ\pph.f All I Search Page I
Last . Ideal
FHA Property Property ; Insp. Insp. Insp. Insp. Prior
No i1 Name iR gl No. Date Time ID Feleasetl Score Fatry
Insp.Date Date
I pgo7eras 53668 Lake View  Vienna va 22103 | ] 03292000 67a*  03/28/2003
[T 35567221 200045632 FairHomes Washington DC 2008 | 11T 4172000 91c* 041742003
M 02437383 00066 Slkoline McLean Y 2000 IDec12 2001 IP- IM00884 1021715999 79c* 10/21/2000
P osarau sonrerer SRS FaisChuech Wy 202 [etezeor Jo| [Weosa | 092171999 67a* 1071412000
W 08375333 200806051 iﬁ;ﬁmms Lowisville KY 2010 [beeiszoot, [F| [wooesa | 1042171999 79c*  10/21/2000
Update I Reset |
Physical Inspection hMain Menu

NOTE: The complete table may not display on your screen. Use the scroll bars in the

table to view all columns and rows.

The Inspections Schedule Report page shows basic information for all inspections that match
your specified search criteria.

When the Master Scheduler schedules an inspection the following three fields must
be updated:

Insp. Date (Inspection Date) The correct format for the Insp. Date field is
MM/DD/YYYY

Insp. Time (Inspection Time) The correct format for the Insp. Time field is A
for AM and P for PM)

Insp. ID (Inspector ID number)
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4. Click on the St button. The Inspection Scheduling Results page displays
confirming that the update is accepted.

Inspection Scheduling Results

1 rows have been successfully changed.

Phy=ical ection Rain Menu

Note: If an inspector is scheduled for more than one inspection on the same date and
time, a warning message is displayed to inform the Master Scheduler of the
scheduling conflict. However the database is still updated with the scheduled

inspection. An example of that message is:

www?_hud.gov - [JavaScript Application]

& Inzpector M11111 has 2 ingpections scheduled on 01-Dec-00 Pk,
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To View Property Information, Inspection Summary Reports or Investor Reports from the
Inspections Schedule Report:

Click on the FHA No or Property ID link to review and update the Property Information or to
view prior Inspection Summary Reports or Investor Reports. The SKYLINE (800066666)
property is shown below.

Skyline
Property Information
Property Information Prior Inspection Data
Property ID: 800066666 FHA Number: 08437383
Inspection INo.: 2000 Ruilding Count: ]D

Property Name: ISKYL INE

Property Address:
Street: [1592 skyline ST nw
City: [meLean State: Juy Zip:  [zozoz . [oooa
Phone: |(202] 70549 | Fax: |202'?DEI‘1932
Email: |
Management Agent Information:
Name: ! i_l
Organization: ]STEUEN MAMAGEMENT COMPANY, INC.
Street: ]
City: [rocicville State: [0 Zip:  [z0s03 - [0aza
Phone: [1703) 4356787 et [a67  Fax: |
Email: !Steven.management@erols.com
Update Profile I Reset I

Physical Inspection Iamn IMen

Users can edit all fields on this page to update the property information.

a. Click in the appropriate field and enter new or revised data.

NOTE: Click on the L button to clear changes, if necessary.
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Update Profile

b. Click on the button to save the property information in the
database. A message page displays confirming your update.
Skyline
Property Information
Property Infarmation Prior Inspection Data
Property ID: 800066666 FHA Number: 08437383
Inspection No.: 2000 Building C ount: ]D

Property Name: ISKYL INE

Property Address:
Street: |1592 skyline ST ww
City: |HcLean State: x| Zip:  [anzoz . [oooa
FPhone: |(2021 70549 ] Fax: |202?DS4932
Email: |
MManagement Agent Information:
Name: ! i_l
Organization: !STEVEN MANAGEMENT COMFPANY, INC.
Street: !
City: |Rockville State: [0 Zip:  [z0603 - [0aza
Phone: !(’?0334356’?8’? i 146’? Fax: ]
Email: !stevemanagement@erols.com
Update Profile | Reset |

Fhysical Inspection Ilain Ienu

c. Click on the Physical Inspection Main Menu to return to the Physical Inspection
Main Menu page.

Users can access prior Inspection Summary Reports or Investor Reports from the
Property Information page.

a. Click on the Prior Inspection Data link located at the top of the Property Information
page.
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Property Information

Propesty Il BOD0GG66E FHA Momber- (8437363

Fregarty Infarrmeadion Priar Inspection Data

Tnspeection Io.: 2000 Buoilding Cowst: |0

Propery Fame: |27LTHE
Fraperty Address:
Eireet: |1592 skylina ST WU
|
City: [Bcl=na State: [i7 B [mozoz_
Phone: ]m.r_ Faoc m
Email: |
M anagement Ageant Tnfuramation:

Nama: | [l

Organization:  [STEVEN HALGEMENT COMEMNY, ING.

Street; [

I

City:
Fhame: |704) 4356787 En.146.‘ Fac |
Ernail:

|eravemmanagarencl era la . cam

Uprkte Priofils ] Rezsi |

Fhy=cal [:Ew-: Hiom e Merm

ulalu ]

[Focmeiiie State: 0 Fip  [eds0:_ [oaza

The Prior Inspection Information page displays.

SKYLINE

Prior Inspection Information

Insp. No. Insp. Date Insp. ID Insp. Name Score

15836 021472000 WSE342  Murthy Krishna 71b

1202 02/01M1999 MOOOO2  Steven Marting 74b

Physical Inspection Main benu

{(FHA NO: 08437383 Property ID: 800066666)

Property Information Frior Inspection Data

Inspection

Report

Nl
FHeport

Investor
Report

ey
Heport

al=008
Report

ey
Heport
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b. Click on the View Report. link of the property you want to view, and the Inspection
Summary Report for that property displays in a PDF format. (See Appendix A for an
example of an Inspection Summary Report)

OR

c. Click on the View Report. link of the property you want to view, and the Investors
Report for that property displays in a PDF format. (See Appendix B for an example of
the Investor Report)

To close the PDF:

Click File on the Menu bar and select Exit to close the PFD and return to
the Prior Inspection Information page.

Acrobat Reader - WWHRJMQ9. pdf]

AR Edit Yiew Toolz Window Help
2 Open... Chrl+0
= Cloze Chrlia

]
=l

Document Info k
Frint... Chrl+F m
Frint Setup... Ctr+Shift+F
Freferences 3

1 CANWINDOWSATEMPYWAHRIMAT. pdf
2 MDD 54T EMPAVOHPY U S, pdf ]
3 CAWINDOW ST EMPYWOR30HO0. pdf
4 CAWINDOW SATEMPYWOT OKEPP. pof

Possible Al o# H&5
Painis Paints  Deduction

Property Information

d. Click on the link to return to the Property Information

page, or click on the Shiseical eponon Mo b i link return to Physical

Inspections Main Menu page and continue working.
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View Web Page Report Option

The View Web Page Report option allows users to view or print the Inspections Schedule
Report page. This is a view only page, no inspections can be scheduled or rescheduled. Use
the scroll bar to view all the columns, if necessary.

Inspections Schedule Report

5 Eecord(s) Found
All Inspections
To schedule an Inspection, enter the Inspector's Id and the Inspection date.
You can either enter the Inspector Id into each entry field in the grid, in the following entry box and check all recaords an the
grid that you want to put this [0 in, or you can simply enter the Inspector [D in the following entry box and check and click

"Apply A" to apply to all the records on this page only. You must click "Submit" in order to send your changes to the
database.

_F;'E{‘_J Wiews: 1-5of 5 Mest ! Select No. of Records to Showr: I25 *l Page No:
Select Inspectar | Apply All I
I1 vi Search Page |

Last : Ideal
FHA Property Property : Insp. Insp. Insp. Insp. Prior
No ID Name it Sl No. Date Time ID L Score SoiTE
Insp.Date Date
02076745 53668 Lake View  Vienna Wi 22103 D3/29/2000 &7a* 03282003
35367221 200045632 FairHomes Washington DC 2009 D41702000 91c*  D4/177/2003
08437383 Z0006AAGG Skyline  Mclean MY 2000 ?D*’D“D” P HO024 10/21/1999 79c*  10/21/2000
O4a7aqd 2o007e7e7 CPES panccmuwen Wy 200z D1 4 Hoossa 09/21£1999 67a* 1041442000
Smith 2000
Hilltop e Dec 15
02375383  E00805021 et Lovisville  KY 2010 - P Hoozz4 102171299 79c™* 1042172000

Lipdate | Reset |

Physical Inspection MMain Menu
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To view the Web Page Report:

. " View Web Page Report . .
1. Click on the 1ew Weh 2age RePOT | hutton from the Schedule Inspections page, in

the Function section of the page.

Schedule Inspections

Function
& Schedule Inspection " View Webh Page Report ¢ Create Text Report
View
T W
@ Vs 5l Tispertons VIE“:? Unscheduled VIE“:? Scheduled
Inspections Inspections

Selection Criteria
Property:

City: |
State: | =l
Zip Code: |

Inspection Schedule Date Range:

Eegin Imxawzuuu LL2) &7 Ena: |1D/30/2000 Lz &2
Scoring Range: From: I Ta: | (Last Feleased Inspection)
Master Scheduler ID: I Select Master Scheduler

Inspector ID: I Select Inspectar
Ideal Future Inspection Date:

Begin [ B Lm0 Ei#
Inspection Number: From: | Te:]
Property ID: From | | To|
FHA Number: [ Mo Dashes)

Submit | Reset |

Physical Inspection MMan MMem

" View Unscheduled
& View All Inspections L REARITS

2. Click onthe , Inspections ,or
" View Scheduled
Inspections button in the View section.

3. Enter, if necessary, the appropriate fields in the Selection Criteria section of the page.
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Subrnit

4. Click on the button. The Inspections Schedule Report page displays with the
inspection information matching the submitted criteria.

Inspections Schedule Report

5 Record(s) Found
All Inspections
To schedule an Inspection, enter the Inspector's Id and the Inspection date.
fou can either enter the Inspector |d into each entry field in the grid, in the following entry box and check all records on the
grid that you want to put this 1D in, or you can simply enter the Inspector 1D in the following entry box and check and click

“Apply All" to apply to all the records on this page only. You rmust click "Submit” in order to send your changes to the
database.

Frew !V’lew: 1-5of5 Mext l Select Ho. of Records ta Show: i25 'i Fage Ho:
Select Inspectnrl Apply All I
1‘1 'l Search Page I

Last : Ideal
FHA Property Property : Insp. Insp. Insp. Insp. Prior
No ID Name el i No. Date Time ID Sl Score i
Insp.Date Date
08976745 53668 LakeView  Vienna VA 22003 03292000 672% 03282003
35567231 800045632 FairHomes Washington DC 2009 04/17/2000 91c*  04/17/2003
08437383 200066666 Skyline  Mclean NV 2000 ?DTJCDH P HOOZRa 10/21/1999 79c*  10/21/2000
0837444 S00076767 SRS pycchurch MY 2002 DS 4 Hoossa 09/21/1999 67a*  10/14/2000
Ioberesl Smith 2000
Hilltop S Dec 15
Ge7sE3 sOEOesel ER o Lewisvile KY 200 oob P HOOER4 10/21/1999 79c*  10/21/2000

Update | Reset |

Physical Inspection Main Menu
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To View Property Information, Inspection Summary Reports or Investor Reports from the
Inspections Schedule Report:

Click on the PHA No or Property ID link to review and update the Property Information page,
or to view prior Inspection Summary Reports or Investor Reports. The SKYLINE (800066666)
property page is shown below.

Skyline
Property Information
Froperty Informatian Prior Inspection Data
Property 1D: 300066666 FHA Number: 08437383
Inspection No.: 2000 Building Count: iD

Property Name: |SKYL INE

Property Address:
Street: [1552 skyline ST Nw
City: [MeLean State: |17 Zip:  |2oz02 oooo
Fhone: [1z02) 70840 | Fax: |2027084932
Email: |
MManagement Agent Information:
Name: | i_I
Organization: ISTEUEN MAMNAGEMENT COMPANY, INC.
Street: I
City: [rocicville State: [m0  Zip:  [z0603 _[oaze
Phone: [(703) 4356787 o |267  Fax: !
Email: Istevenmanagement@ erols.com
LIpdate Profile I Reset |

FPhysical Inspection MWam Menu

Users can edit all fields on this page to update the property information.

a. Click in the appropriate field and enter new or revised data.
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NOTE: Click on the Luazi button to clear changes, if necessary.

pdate Frofile

b. Click on the
database. A message page displays confirming your update.

Update Profile

The Profile update was successtul.

Phyaical Inspection MWam Meng

button to save the property information in the

c. Click on the Physical Inspection Main Menu to return to the Physical Inspection

Main Menu page.

Users can access prior Inspection Summary Reports or Investor Reports from the

Property Information page.

a. Click on the Prior Inspection Data link. The Prior Inspection Information page

displays.
SKYLINE
(FHA NO: 08437383 Property |ID: 800066666)
Prior Inspection Information
Property Information Frior Inspection Data

Inspection Investor

Insp. Ho. Insp. Date  Insp. ID Insp. Hame Score Report Report

1536 02A14/2000  MSE342  Murthy Krishna 71b View View
Report Feport

1202 090171989  MOOOO2  Steven Martino 74b Yiew Yiew
Report Heport

Physical Inspection hain Menu

b. Click on the View Report. link of the property you want to view, and the Inspection
Summary Report for that property displays in a PDF format. (See Appendix A for an

example of an Inspection Summary Report)
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OR

c. Click on the View Report. link of the property you want to view, and the Investors
Report for that property displays in a PDF format. (See Appendix B for an example of
the Investor Report)

To close the PDF:

Click File on the Menu bar and select Exit to close the PFD and return to
the Prior Inspection Information page.

Acrobat Reader - VYHRJMQ9. pdi]

(A8 Edit “iew Tool: Window Help

IE Open... Ctrl+0 i
= LCloze Chrl+iaf
Drocumett [nfo r
Frirt.... Ctrl+F ]
Frint Setup... Clrl+5 hift+F
Freferences 4

1 ENWINDOWSSTEMPYWWAYHRIME S, pdf
2 CAWINDOWSATEMPYY OHFY SIS, pot T
3 CAWINDOWSATEMPAY 0L I0H 00, pof
4 CAWINDOWSATEMPYWWOTORERPP. pdf

Possible A oa H&S
Paints Polnds  Deduction

Property Information

d. Click on the link to return to the Property Information

page or click on the Physical Inspection Mamn Meny link return to Physical

Inspections Main Menu page and continue working.
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Property Information Page

Users can access the Property Profile page through the FHA No. and Property ID fields
located on the Inspections Schedule Report page. The Property Profile page shows basic
property and the owner details currently available in REAC’s Scheduling database. Users can
edit fields on the Property Profile page. From this page users can access prior Inspection
Summary Reports or Investor Reports. To ensure the integrity of the data, updates to the
Property Profile page should be performed before the inspection is downloaded.

The SKYLINE (800066666) page is shown below as an example.

Skyline
Property Information
Froperty Information Prior Inspection Data
Property ID: 300066666 FHA Number: 08437383
Inspection No.: 2000 Building Count: ID

Property Name: ISKYL INE

Property Address:

Street: |1592 skyline 5T wu

City: |HcLean State: fiv  Zip:  [zo20z. o000
Phone: |i2023 70549 I Fax: I202'?DE:4932

Email: I

MManagement Agent Information:

Name: l |_l

{Organization: ISTE‘UEN MANAGEMENT COMPANY, IHNC.

Street: ]

City: [rocicrille State: IE Zip: |20603 I |Dr124
Phone: [(70314356767 eyt [467  Fax: |

Erail: lstevenmanagement.@ erols.com

Update Profile | Reset |

Phvsical Inspection hiain Ifenn
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To View Property Information, Inspection Summary Reports or Investor Reports from the
Inspection Schedule Report:

Inspections Schedule Report

Click on a FHA No. or Property ID —

link (e.g., Property ID 8000666666) Al Inspectians

on the |nSpeCtI0nS SChed u I e Te schedule an Inspecton, enter the upector's Id acd the Inspechon dabe

e can eibear andar e Insgeston b ita sach aniry Gk e e e, in b Rl kg oty bice s chiech ol reconds on the

Repo rt page el st i weard o ik s 10 A, oF i coi Simply eatar b rapactes 1Dn tha Tlkeang antry biod sid chack o ok
“Apply AP to spply 1o all the records onfhs pages only. Yau must click *Sobmit® n orderio send your changes 1o b
dababane

r-— LT B 1-$M$“_|ﬂimumumu:nilm a5l Puge b
ekt Inspecior Apply &
g — : it 1 = ﬁuuug..l

Last = Tieal
FHA  Property Preperty d Insp. Imsp. Insp.  Imsp.
City State Beleased Futare
Huo m T No. Ddate Time I T Renre I
[Ergs e Lake Wiew  Viefewh T 2Z1m OHI02000 ETe*  ORZE2003
IRl OGS FarHomes Wuhngon D 30 G 12000 Fic* 412003

ETED NS Sgin Meden Wy me D20 e s eesr et JovzvIOD

i oo 2 pascnn by omm DR a mima owoinese 67ar 10v1ar000

mrmn e (T Lt B a0 g" PoBNmRd IVELRSR Tt INZLE000
Update | Reeet |
Physical Tnspeesion Main M
Skyline

The Property Page
displays. In this example, Property Information
it is the SKYLINE Fropsary Infermation Prier Inspection Diata
(8000666666) page. Proporty ID:  SO00GEEEE FHA Number: 0843 7383

Inspeetion Mo.: 2000 Buil dineg Count: [0

Property Name; [357LINE

Froperty Address:

Hhrest: [1532 Skyline ST M@

I
City: [rotean Btata: E Hip: IZDZ_DZ- iﬁ
Fhome: lml_ Fax: m
Eumail: [
MManagement Agent Infermation:

Mame: | I_l

Organiration:  [STEVEN EANISFRENT COMPANT, THE.

Steet: |

I
ity |11.nc1w1uq Biata: ﬁ Fip: FDEDE : in-u-t
Fhone: (0314356797 md- 467  Fae I

Email: [avevenmanagementierols, com

Update Profiz | feaet |

Phiyeacal ection hian hdeeg
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Users can edit all fields on this page to update the property information.

a. Click in the appropriate field and enter new or revised data.

NOTE: Click on the Lz i button to clear changes, if necessary.

b. Click on the Cpseln i button to save the property information in the
database. A message page displays confirming your update.

Update Profile

The Profile update was successfil

Phyaical Inspection Man Menu

c. Click on the Physical Inspection Main Menu to return to the Physical Inspection
Main Menu page.

Users can access a prior Inspection Summary Report or Investor Report from the
Property Information page.

SKYLINE

(FHA NO: 08437383 Property ID: 800066666)

Prior Inspection Information

Property Information Friar Inspection Data
Insp. No. Insp. Date  Insp. ID Insp. Hame Score InSRFL?E::_':“ Ia"::]s::tr
1535 02/A14/2000  MBB342  Murthy Krishna 71b g;‘;‘;"n ;e“?:n
1202 09/01/1999  MODDOZ  Steven Marting 74h R\;’LED‘TT R‘;”;‘Z‘ﬁ

Phrysical Inspection MMain MMenu

a. Click on the Prior Inspection Data link. The Prior Inspection Information page
displays.
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b. Click on the View Report. link of the property you want to view, and the Inspection
Summary Report for that property displays in a PDF format. (See Appendix A for an
example of an Inspection Summary Report)

OR

c. Click on the View Report. link of the property you want to view, and the Investors
Report for that property displays in a PDF format. (See Appendix B for an example of
the Investor Report)

To close the PDF:

Click File on the Menu bar and select Exit to close the PFD and return to
the Prior Inspection Information page.

Acrobat Reader - MYHRJMQ 9. pdf]
[XC8 Edit Yiew Tool: Window Help

= Open... Ctrl+0 i
= Cloze Chrl+af
Dacurmett [nfo r
Brint... Ctrl+P ]
Frint 5 etup... Ctrl+5 hift+F
Preferences r

1 CAWANDOWSATEMPYWAHE MG S, pof
2 CAWINDOWwWSATEMPYWWOHPY 3L S, pof T
2 CAWINDOWSATEMPAWYOL0H 00, pof
4 CRWINDOwWSATEMPYWOT OREPP. pf

Possible Area H&5
Paints Palnts  Deductian

Property Information

d. Click onthe link to return to the Property Information page,

. Physical Tnspection Iain I . . .
or click on the YT TSpECTon AR 22 |link return to Physical Inspections

Main Menu page and continue working.
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Create Text Report Option

The Create Text Report option allows users to download inspection schedule, inspection
property and inspection participant information to their own computers. Once the information is
modified, it is sent back to REAC using the Bulk Upload Process.

NOTE: This function should only be used if large volumes of records need to be updated.

Inspections Schedule Report

[l Inesp echionsy
5 Recordir) Found

2ot fhe bt Hebwaen the borooontal ke and paste it o s Hedepad Gl Then use Earal 4o opan that e (uze fab and
smucelon ar debmriecs)

FHA MWudoer) Fropeecy IdiBProp. _Hesse: Cicyrdvecer Inapection Dd. s Inap. DecesInap, Tiwe) Inspector I0: Lert Aslssesd Inep. DIets; Poicr Scors:Ideml Fuburs Dektw

OBI7ETAT, 53658 Lake View Wienna WA, 22 103, 05202000057 2= 032 E2003,™

3II6TE2],B0004 75632 Fair Hogres, Washington T2 00 R0 T2000,7 10™ 041 72005

OB 37323, 000055666 Slovkne, MeLean 117, 2000 Dec 122000 F, HONEE4, V211300, Tae ™, 1002 12000~

OB437444 B0C0TST6T Chackes Smith Falls Chorch W Y.2002, Dee 122000, A HONGES. 0002 111535, 6 T2, 10142000 ™
8T 5523 BOCRAS0E Hlkop Apartments Loornle BLY 201 0 Tre c 152000 P HINOBE, 10211200 e 5 10210000

Pliysieal bspoetesn babs Blows

To create a text report:

1. Click on the " Create Text Report
Inspections page.

button in the Function section of the Schedule

Schedule Inspections

Function
& Schedule Inspection " View Weh Page Report  Create Text Report
View
o T
& Ao A Tnspections VIEM.’ Unscheduled ‘n-’llm.f Scheduled
Inspections Inspections

Selection Criteria
Property:

City: |
State: | =
Zip Code: I
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 View Unscheduled © View Scheduled

2. Click onthe |—_view All Inspections| | Inspections or | Inspections

button in the View section.

3. Update, if necessary, the appropriate fields in the Selection Criteria section of the page.

Submit

4. Click on the button. The Text Reports page displays:

Text Reports

Inspection Schedule Text Report

Inspection Property Text Heport

Inspection Participant Text Report

Participant Role Reference Text Report

5. Select the link of the information to download. In the example below, Inspection Schedule
Text Report is selected.

Inspections Schedule Report

(Al Inspechions)
& Erecord(s] Fourd

Cut the best hetween the beemontal ks and paste it in s Hetepad e Then nie Bl to open that file (e tab aed
et olon i dedmiders)

FHA_hunbec: Fropecey_Id:Frop. Kmme; Cicy;Stete; Inapectian_Id.;Inap. Dets:Inap. Tios: Drepecece_I0)Last Az lessed Insp, ar=iPrior Hoores Ideal Fusure bace|

OBSTET5, 53058 Take View Viennig WA 22 1000 HERQ000E7 0 QAREH003,™

2567 BOCCA 5632, Faer Flevess, Wacthirggbon, T 2005 04 000,09 10 %, 04/ 1 W2 002~

08437323, B000SS666, Shykoe, ML ean MY, 2000 Dec 12200 0P HOO 224, 10021/ 1909, Toe =, 1002 1022000,

QB3 T444,B000TETET, Charles Smith,Falls Church 2002, Diec 122000, A HODBE4 0002 11 1539,67a™, 1Y 142000
OB I753E3,00080508 1 Hikop. A pactments Logisale K T2010 Dec 122000, F EHN0E24, 1021150015, 12 L2000~

Pluysical Inspastin M Meuy

6. Highlight the text.

7. Copy the text by depressing the CTRL and C keys, or selecting the copy command in the
Edit menu.
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8. Open the Microsoft Word application. A blank Microsoft Word page displays.

¢ Ml Wi - T

Tl b tew [oat Fomab Eok Tk Wi b » : =48] 5
DeR@EEe|  E|a o e B HoE e E N v =F
R ] P . ]
o ___B{wes v o 510 5 SN o S |
Ao F v w2 U S0 B e R

w 0. ey Lo aremants 2 T T
" = g

L]

Note: To ensure that the information is placed in the Word document properly, take the

following steps:

Click on File, then Page Setup

Click on the Margin tab, change the Top, Bottom, Left, and Right margins to O
Click on the Paper Size tab and change the Orientation to Landscape

Click on the button.

Change the font style to Arial, the font size to 8.

9. Paste the highlighted text into the page by depressing the CRTL and V keys or select the

Paste command in the Edit menu.

FHA Number,Property IdProp. Name, City,State; Inspection Id Insp. DateInsp.Time;Inspector ID;La
st Released Insp. Date;Prior Hoore:Ideal Future Date

03976745, 53668, Lake View, Vienna, VA 22103;,,,03/20/2000,6 Ta* 03/28/2003;"

35567221, 800045632 Fair Homes; Washington DC, 20000471 7/2000,91c*,04/17/2003"

03437353, 800066466, 3 kyline; MeLean; N ¥, 2000;Dec 12 2000;P;HO0884;10/21/1999, 70c*,10/21/2000,™
08437 444, 20007 ATAT; Chatles SmithuFalls Church; N Y,2002;Dec 12
2000;4;HOO284;,09/21/1 999, 67a*;10/1 4/2000,"

08375383, 80080602 1 : Hilltop Apattments Lowisville, K'Y, 2010 Dec 15
2000;P;HO0884,10/21/1999,79¢%,10/21/2000,™

@Eile Edit Wiew Insert Format Tools Table ‘Window Help ;lilll
D@EHERY |/ 2R o-o e RREL| B T we =@
= |° |ﬁ Q Favorites - | Go ~ E‘Document‘l -
Marmal + Times Mew Roman = 10 v|l§l V) ”EEEEE 5= E*;:_E £§|vivAv
7<) A v R 2 S EEEE ] E A E
[ A R K SR T KRN ERRE SRR R Ry -
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10. Highlight all of your text using your mouse, then click on Table in the Menu Bar and select

Convert Text to Table.

W Microzoft Word - Document2
@Eile Edit ‘iew Insert Format Tools | Table Window Help

@n|§®.v|é@g_ﬂmawhue =
Mormal ~ Times Mew Roman = 10 [ Insert Table. .. =
7 Q| — 0@ % v Delete Eells, ., E[

i Merge Gells
El [ S i Spiit el

Select Bow
Select Ealurr
Selech Table

#5 Table S 1 (= L

EE [sbriute Fats Evenly
FH Djstritute Gl EVERlw
el Height and Width.
Headings

%l Sork...
Formula. ..
Split Tiable

,E Hide Gridlines

'd.Insp. Date;Insp. Time;Inspector [D;La

c*,10/21/2000,M]

The Convert Text to Table window displays.

11. Click on the Other (semi colon ;) radio button to separate text, then click on the

button.

Tl ok o frowt Fomel T Toble edon th

_n:b:_ni _-_rm:ra_npmm s = n;n EII- 1:5;# |:| 1 A.f
7a 2 -cdD: S iEwl = —r’un-

DFE @R tn@ta- Q@ BFOENS @ o [0

BlafEss]

December 15, 2000 PASS Release 2.5

A-36



Scheduling and Bulk Upload Quick Reference Guide for Contractors
Physical Assessment Subsystem (PASS) 2.0 APPENDIX A

The data is formatted into a table. Update the inspection schedule information as needed.

I Fronedy 0% | Frop, Mames | Chye ISE 0 MEpeciion_ g | nep. Dees | hsp. JImes | I CAREED FriOrSCOPeR | [deal FUiure: | & [t
i E Released Diatem
Inzp.Datex
| | 3 3 3 3 o | | | 3 3 3 it
50767 458 BT Cake WignH Tennar T TR H S S 0372972000 | Bl [a T et
3ESETZAH BO000456376 | Fair-Homes® | Washinglon® | DCHE 20095 -4 o o 047000 | 91c* O4A7TE0053™ | & =
054573038 TUOOEEEEES | Shylnes McLeand PR 00T Dec- T2 20000 Fx HOOS34HE 102795959 | 79c™s T0L2T Z000= o et
054573440 O007ErGrH | Charles Falls-Churchs | HY e 20075 Dec-T5- 20000 A HOO334E 092TA999: | E7a"n TOA 32000 T e
Smiths
[ g BO0G0G0GTE | Hillop: Coursviles Fre 0= Dec- 1520008 P& HOO5EdE TOZTAS99E | 79cs TORET 20005 T I
Apartmentss
T

After the data has been updated, convert the table back to text.

12. Highlight the table by using your mouse, then click on Table in the Menu Bar and select
Convert Table to Text.

13. Click on the Other radio button (semi colon) and click on the button.

Convert Table To Text EE

“Separate bexk with ——————— —
" Paragraph matks
" Tabs E

| 7 Commas

: & Other: Iﬂ_
(04 I Zancel

The table is converted back to text.

050 ord - Do entd =] ES
@Eile Edit Yiew Insert Format Tools Table ‘window Help ;Iilll
DeHERY /i 2ad oo e == 8|8 1w |8
= ‘ ° | fat a Favarites ~ i Go - ‘ %| Document4 -

Mormal = Times Mew Roman = 10 =

B 7 u|==
MR =R T ]

C3 o

g2

1

FHA _NumberProperty [d:Prop. Name, City,State Inspection Id Insp. DateInsp Time;Inspector ID;La
st Released Insp. Date;Prioy Seore:ldeal Future Date

OR97ET45, 536068, Lake View, Vienna, VA 22103;;,;03/29/2000,67 2™ 03/28/2003;"
35567221,800045632: Fait Homes;Washington DC20009;;:,04/17/2000,91 c*,04/1 7720037

084373583, 2000866663 kyline McLean M ¥, 2000, Dec 12 2000;F;HO0884;10/21/1 999, 79c*,10/21/2000;°
08437444, 20007 6767 Charles Smith.Falls Church;NY,2002;Dec 18
2000;4;HO0884;09/21/1 999,67 a*;10/1 42000,

08375383, 80080605] : Hilltop Apartments;Louisville, K'Y, 2010; Dec 15

2000;F;HO0824; 10421/ 999, 79c*,10/21/2000,%

14. Save the file as a text file to later use for the bulk upload process. The file must have a
.TXT extension.
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NOTE: Whenever a Word document is saved as a .txt file, a blank row is placed after the
last row of data. This blank row must be removed from the txt file before it is used
in the Bulk Upload process. Complete steps 15 — 21 to remove the blank row.

15. Click on the Start button on your desktop. Select Programs, then Accessories and finally
Notepad. The Untitled — Notepad page displays.

Bl Untitled - Notepad Hi=lE
File Edt Search Help

I =
|4 A7

16. Click on File in the toolbar menu and select Open.

Bl Untitled - Notepad
Edit Search Help

Mew

Save
Save fiz.

Fage Setup...
Print

E uit
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The Open window displays.

File Edit Search Help
Open ﬂ
Laok in:
by Carmputer
125 Metwark Neighborthaod [Z] sam bt
1 Special Photos 2m_inspeEction.
datal tut zm_participant bt
FHa, tut 2] sm_property.txt
inzp1 07 t=t
File name: I".t:-tt DOpen I
Files of tepe: ITE:-:t Diocuments j Cancel |
s
< A

17. Click on the Look in: drop-down arrow and select the location where the txt file is stored.
Once located, click twice on the file and the File Name field is updated with the name of the

txt file. Click on the Open button.

File  Edit Search Help
Open
Look i I ﬁ Desktop

E Lintitled - Motepad =] B3

My Computer jane. bt

E‘g Metwork. Meighborhiood zam. bt

1 Special Photos 2M_inspection bt
i zm_participant. bt

sM_property. txk

inzpl 07 bt

File narme: Idata‘l bt

Files of type: I Text Docurments

[

Open

[ Oeen |
Cancel |

[
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The .txt file displays in Notepad.

NOTE: Notice the blank row after the last row of data.

Bl datal.txt - Notepad [_ (O] x|
File  Edit Search Help

FHH_Humher;Pruperty_ld;Prup._Name;[:ity;State;lnspectiun_ld.;Insp._Date;:J
BRO7A7NS ;53668 ;Lake Uiew;Uienna;Un;22103;;;;03/290/2000;67a=;083/28/2003;
35567221;800045632 ;Fair Homes;Washington;DC;2009;;;;04/17/2000;91c*;04/
88437383 ;800066606 ;Skyline ;HcLean;HY;2880;Dec 12 2000;P;HO8884;108/21/1
BRL3TLNL ;RABBT67AT ;Charles Smith;Falls Church;HY ;208082 ;Dec 18 2000;a;HA®

Il]83?5383;8l3l]8l36l]81;Hilltnp Apartments;Louisville;KY;2810;Dec 15 2000;P;I

a7

18. Move your cursor to the end of the late row and click on the Delete button.

File  Edit Search Help

E datal.txt - Hotepad Mi=] E3

18/21/2000;"
171999 ;67ax;18/14/2000;"

0/2171999 :79¢%;10/21/2000; "~ Cr—

me;Inspector_ID;Last Released Insp. Date;Prior Score;Ideal Future Date;__f_]
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19. Move your cursor (using the scroll bar) back to left. The cursor cannot move below the last
row of data because the blank row has been deleted.

El el X

File  Edit Search Help
FHA_Humber ;Property_Id;Prop._Hame;City;State;Inspection_Id.;Insp._Date; _____j

08976745 ;53668 ;Lake ViewiVienna;UA;22183;;;;03/29/2000;67a*;03/28/2003;
35567221 ;8000845632 ;Fair Homes;Washington;DC;2009;;;;04/17/2000;91cx; By
Bg437383 ;800066666 ;5kyline ;HcLean;HY;28008;0ec 12 2008;P;HO0884;108/21/19
0243744Y ;800076767 ;Charles Smith;Falls Church;HY;2002;Dec 18 2000;A;H0B
_> h83?5383;888806881;Hilltup Apartments;Louisville;KY;2818;0ec 15 2088;P;

1| | o

NOTE: Before this text file can be used in the Bulk Upload Process the row with column
tittes (FHA Number, Property ID, etc.) and the blank row must be deleted.

20. Highlight and delete the first two rows of the notepad.

Bl datal_txt - Notepad M=l E3
File Edit Search Help

FHA_Humber ;Proper

B8OF6745 ;53668 ;Lake View;Vienna;VA:;22183;;;;083/29/2000;67a%;083/28/2003
35567221;8080845632 ;Fair Homes;Washington;DC;20089;;;;084/17/7208008;91c*; 84/
98437383 ;800066666 ;5kyline ;McLean;HY ;2800;Dec 12 2000;P;HO0884;10/21/19
B8437 4N ;8000876767 ;Charles Smith;Falls Church;NY ;2802 ;Dec 18 20080;4;HO8
98375383 ;800806081 ;Hilltop Apartments;Louisville;KY;2610;Dec 15 2000;P;l

Hame ;City;State;Inspection Id.;Insp

b
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The page re-displays and the two rows are deleted.

hsg?ﬁ?u5;53668;Lake Uiew;Uienna;VUA;22183;;;;:03/29/2000;67ax;03/28/2003;
35567221;800045632 ;Fair Homes ;Washington;DC;2009;;;;04/17/2000;91c*; 04/
98437383 ;800066666 ;5kyline;McLean;HY;208008;0ec 12 2000;P;HO6884;10/21/19
B8437 444 ;800876767 ;Charles Smith;Falls Church;HY ;2882 ;Dec 18 2000;A;Ha8
98375383 ;800806881 ;Hilltop Apartments;Louisville;KY;2818;Dec 15 20080;P;l

21. Save the file as a txt file.

NOTE: The file is now ready for the Bulk Upload Process.
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Exiting Scheduling

Users can exit Servicing Mortgagee Scheduling at any time. To exit the system, click on the
Menu bar of your browser and select File and the Close.

- Schedule/View Inzpections or Portiolio - Metzcape

2 Edit Yiew Go Communicator Help
M 3
EE:n Fage Chrl+0 i “ﬁ 2 ‘@l d li
=P s hid Haome Search  Metzcape Prit SecLrity
Save fs... Chrl+3 zite: !er_su:h_da’pass;"schedulingx’sm_su:hedule_quer_l,l.cfm?EFIDﬂ
Save Erame e
e Schedule/View Inspections or |
Edit Page
EditErarmme ‘i
S Function
{8 = L =3
Offline ¥ Inspection © View Weh Page Report
FPage Setup... View
Frint Prexview 5
G I . " View Unscheduled f]
Erint... nspections i
Inspections I
Cloze Chrl+iaf : . . T
Chil+0J " View Portfolio Selection Criteri
Selection Criteria
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Bulk Upload Option

The Bulk File Upload option allows the Master Scheduler to upload inspection schedule,
inspection property, and inspection participant data to the Scheduling database. The data must
be saved as a text file, with a “.txt” extension.

In addition, the data must be in the correct order with each entry separated by semicolons.

The correct order for inspection schedule information is:

FHA Number - The FHA identification number

Property Id - The property identification number

Property Name - The property name to be inspected

City - The city where the property of the inspection is located
State - The State where the property of the inspection is located
Inspection Id - The inspection number

Inspection Date - The inspection date (mm/dd/yyyy)

Inspection Time - An uppercase "A" indicates a.m. and "P" indicates p.m.
Inspector Id - The inspector identification number

Last Released Insp. Date - The date of the last released inspection

Prior Score - The score of the last inspection of that property

Ideal Future Inspection - A theoretical future date based on the score

The following is an example of a bulk upload data file for inspection schedule information:

6430H001;800001017;TheTorains;Karry;OH:51001;05/05/1999;P;M29999;04/05/1999;82;04/05/2001"
643VA002;800020029; The Oakwoods;Warrenton;VA;51002;05/05/1999;A;M29550;05/05/1999;35; 05/05/2000"
543VA003;800300056;Woodlake;Richmond;VA;51003;05/05/1999;P;M29313;05/05/1999;50; 05/05/1999"
741CA001;804000084;The Sandals;Berklake;CA;51004;05/05/1999;A;M39513;05/05/1999;90; 05/05/2002"
695CA002;800000186;The Commons;San Polo;CA:51005;05/05/1999;P;M29777,05/05/1999;65; 05/05/2001"

The correct order for Inspection Property Information:

FHA Number - The FHA number

Inspection Id - The inspection nhumber

Property Id - The property identification number

Property Name - The property name to be inspected

Building Total - Total number of buildings for the property
Dwelling Total - Total number of dwelling units for the property
Organization Id - The organization identification number

Street Line 1 - Street address line 1 for the property

Street Line 2 - Street address line 2 for the property

City Name - Name of the city for the property

State Code - State code for the property

Zip5 - Five digit of the zip code for the property

Zipd - Four digit of the zip code for the property
Building Number - The number to identify the building for the property.
Role Name - The name of the participant for the property
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Phone Number - The telephone number of the property
Fax Phone Number - The fax number of the property
Phone Extension - The telephone number extension for the property
Email Address - email address for the property
Program Type - The type of the financial programs of the property
Scattered Ind - An indicator if the property has scattered sites

The following is an example of a bulk upload data file for inspection property information:

99998;1803564968;Granna Apartments;3;18;C-OPC-31451;5;96;Street
4;;Washington;VA;20001;4004;0;Management Agent;2025155555;2025651562;5211;tmail@hotmail.com;;;N*
99999;1803564969;Redlight House;1;5;C-OPC-22220;4;96;Markam St;;Washington;VA;20001;4004,;0;Management
Agent;2023334533;2023333333;2222;redlight@aol.com;;;N*

The correct order for Inspection Participant information:

Inspection Id - The inspection number

Role Id - An identifier to identify different participants
Participant Id - The participant identification number
Organization Name - The name of the organization

Last Name - The last name of the participant

First Name - The first name of the participant

Middle Name - The middle initial of the participant

The following is an example of a bulk upload data file for inspection participant information:

99997:0;12345;Doe;John;M;*
99998;1;12346;Doe;David;F;*
99999:2;12347;Doe;Mike;H;*

Helpful Hints

There must be a caret (*) at the end of each row to ensure the Schedule Inspection data
is properly updated.

There must be an asterisk (*) at the end of each row to ensure the Inspection Property
and Inspection Participant data is properly updated. There cannot be an asterisk (*)
within the row of data, only at the end of the row.

If a field contains a semicolon, example (Woodside Villa; Inc), the semicolon must be
deleted from the field.
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When a Word document is saved as a .txt file, a blank row is inserted at the end of the
Ixt file. The blank row must be deleted before the data is loaded to the Database to

prevent an error.

To access the Bulk Upload function:

1. Click on the Bulk Upload link from the Physical Inspection Main Menu page.

lall,
il

*1

Physical Inspection Main Menu

o ScheduleView Inspections

U, Dept. of Homsing
and Urban Development

Secure Systems
Menu

* Tnspection Beview
¢ Bulk Tplead

The PASS Bulk File Upload Module page displays:

Master Scheduler

If you are the....

Schedule Inspections Query Page

Displays

Master Scheduler for only one Servicing
Mortgagee organization, the Pass Bulk
File Upload Module page displays after
the Bulk Upload link is selected on the
Physical Inspection Main Menu page.

If you are the....

PASS Bulk File Upload Module

¢ Tpload Inspecton Schedule for Servicing MMortgacees

s TTpload Inspection Property for Serncing Morteacees
s TTpload Inspection Participant

PASS Bulk File Upload Module Page

Master Scheduler for a Servicing

Mortgagee(s) and Contractor(s), then the
following PASS Bulk File Upload

Module page displays.

Displays

PASS Bulk File | 11I||:||l Slodole
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2. Select the appropriate link to upload. The PASS Bulk File Upload Module page displays.

In the example below, the Upload Inspection Schedule for Servicing Mortgagees link is
selected.

PASS Bulk File Upload Module

Pleaze select the Servicing Mortzagee mspection schedule file wou wish
to upload:

| Browse...

Upload the File

3. Click on the

i button to locate the file to upload. The File Upload dialogue
box opens.

NOTE: If the pathname is known, key the pathname in the File name field.

4. Locate and select the file.

File Upload
Loak in: | 25 Program
1 aim (ks
defaults & Flugins
dynfants Ea spellichk
Full5 oft
java
NetHelp
Filz name: I| Open I
Files of type:  [HTML Files =l Cancel |

NOTE: The file must have a .TXT extension.

5. Click on the Open button to close the dialogue box. The PASS Bulk File Upload Module
page displays.
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PASS Bulk File Upload Module
e e

Please select the Zervicing Morteagee mspection schedule file vou wish
to upload:

IC:‘-.I-Igr Document=sh, TESTl.txtI Browse...

Upload the File |

Browse... button.

NOTE: The name of the file appears in the window next to the

Upload the File

6. Click on the button.

If the data uploads successfully, a message window displays indicating the
number of data rows successfully loaded into the database.

PASS Bulk File Upload Module
B s ]

7 of ! rows have been successhilly uploaded.

Phwzical ection hain Menu

If the data does not upload successfully, a message window displays indicating
the row(s) of data with errors and the type of errors. The errors must be
corrected before the file can be re-uploaded. After the errors on the text file are
corrected, repeat steps 1 — 6 of the bulk upload process.

7. Click on the Physical Inspection Main Menu link to return to the Physical Inspection Main
Menu page.
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Appendix A: An example of an Inspection Summary Report
Inspection Summary Report - 119233
Inspection Mo: 119333
Property: FARTMENTS Inspection Date: 11/ 32000
! Phome: {304] 3422322
Fam: [334) M2-2068
E-Mail Address:  parkiane relaled. com
Soattersd Sike7:  Ho ACCE:
CAE:
Comments: [ TAD 12345:
Building Lt Caunt Health and Sately Counts
#Tatal  Pinspactad _ "
ola Men-Life Threatening Bite Bldg  Unit  Tetal
Buiklings 4 2 Actual ] 1 1 1
Linits 132 1 Hbnspected - Fr pa -
Seares Projecled I o e | e
Pogasibbe Area HES
Foimts  Points  Deduction LIk Threatening
Sila 14.4 £ an Actual o - i 2
Bady Ext 1B 5.7 o tolnspected | ™ | 22% ] =
il Sys 183 174 00 Prejested | 9 I "
Ch 15.0 1.3 ni Smoke Delectors
Llnila AR5 268 11.1 Aetual [i] 0 i ]
A | —— | _ 1 “alnepected - oy 1% —
Projectsd [ i T i
Final Scora = Area Palnts - H & 5 Deduction B
Systemic Deticlencins:
% o Bldge
# with ¢ Linlgs weth
Aras i Datact Dofect & Taoipl Dodect
Capsal® GidgEw | Foundations CracksGaps™ # 2
2 2

SpalingExposed Fabar

Crdimang™

by rocquire large cash oullays. |
“* Oidivary ileens A ripais hal oguse smaled cash aillays. | s =

Participants:

Iyl finftairos, §

W TIPSO

arkd new splianc:
ulirgjuishean, ard smoke detocln

Management &gant Arngpta Rool,
Halaled Managamant oL P, Fax

£-Mail Ackdr

Fhgina:

(7705 §12-9614
(o) a0

8425 Posweds Fadry Fd
Allanta, GA 30EIG-0000

Owmner/PHA FA
Faigler Bivd, LD

Fhory

£ Mail Addr

[282) 391300

625 Madson Avanis
Meew Yaork, MY 10022

Dlinan, Shawn

SEle Manager
Fasklane Apls

Fhaorss:

E-Mail Auddross:

3422322

¥ Paiglar Fad
Mohika, AL 36EE0E

BuildirgsUnits:

Ha HamaTypeReascn Uninspeciakle Hear built # Units Address

1 k 133 tG G725 JERELER BOULEVARD
Law Fsatadan Aparmenl MOCSILE AL 55608
Frra Dama s

2 & 1879 11 G725 PESGLER SO EVARD
Low FaGaaden Apartmen
ther Hzand

E 3 1287E 16 aras &
Lows FmaGaadan Apatmenl MOSE|LF
Vazani

PARI00D 223 P Paga 1 of 3
CFAr T LT
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Inspection Summary Report - 119233

] 4 1979 16 5728 ZERGLER BOULEVARD
Lo e CGiasdars Aparmen [E AL FEEDA
s
& & T3hE ;] FLEVARL)
Leowy P TiEe ke Apsarimen| .
@ ERicdency Comipid Oocpam Fafsal
Comments:  les]
=] 3 Bednoom (e elTElz ] Oooupan Rafisal
© ? Brdranm Dxrsipad Ol
Commaonts:  lest
d 1 Bediowm Erpied
] ERiciency Croapied Cooypant Rafsal
Commenis: 1531
f | 1 Bedmom | Oaipied | No Kips |
Comments:  leg] |
a | Z Bedmosm e O |
Comments:  les! |
a ] 1 1] GLEA BOULEVARD
Commean Hiilding £ AL HEE08
¥ 7 187 16 B2 GlLEA BOLE FYARD
Latvwtd FRion G At WO AL BEEOA
Oomupant Felusa’
] B 1474 B 8725 FEMALEH BOLE EVARL
Low ReaGasdan Aparment MOBILE AL 80
Halla Hasiiclksd Ares
a 1] 14T i #7725 FERGLEA BOULEVARD
Leowy Risafladan Apartmen WOBILE AL 38808
ATns

Comments:  unil 104 vacanl, no uliifies

Inspéciable Mems:

Inspecied Bom HIFOD

Obserualion

S watity

LocationCommaonts

Certificates

Elesalis e

Lead Basad Paind Disclosune Farm P

Site Possible Points: 144

Farking LalsDioways Roads [ Panding™ Lerwal 32 20
Pallalegt o Maharia Lawal & | Locagan: test: Comments: ast 4.0
Splller el L™ Leval § 1.0

Building 5 - Bullding Exterior

Possible Poinbs:

158.3

Fio Escapus o1

Eancked EgressLakbams (LT)

Leval 3

Locatan: fest, Commenls; tesl

1265

Frundalicres [wn] CracksGang™ Lavel 2 Bla
Spafling Txpasad Faba™ Leal 2 .0
Roots [wh] Damaged SollilsTFascia Lanal 4 1580

Damaged Cloggod Drains™

Lenvel 2

[ 3]

FAEA000 2% P
¥ A

Paga 2o 3
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Inspection Summary Report - 119233

Buillding &5 - Bullding Exterior Possible Points:  158.3
Hoods [an] Damaged Tarm MambranaMissng Sallast Lavel & BAA
Mis=ngTamaged Componants frem Ll 2 285
DowrspoutGthee™
Mgy Tlamaded Shngles"” Lo 3 Locatian: esk Commenis: st 12 g
Bullding 5 - Bullding Systems Possible Points: 2234
Fue Protaciion | [nh] | MissrigpThemaged' Expared Extinguishers | Lanpl & | BY.A
Building 5 - Commaon Areas Pagsible Poimts: 141
[lay Care [wn] Ceiling - PreingMleeds Fant™ Lewel 2 .4
Ciliog - Wabsr Skama\ialee Lewel 2 R
e eh Bl e
Do - Dhamaged Leval @ 0.5
FramesThresnpdd'] intalsTrim™

Desars - Dammaged Suitace - Lol 1.6
PP ainl Rusling Glass**

Building 5 - Building Exterior - Health & Safety

EmergencyTire Exils | [5H] | EmergancyFHre Exifts Blocked Unssabde (LT} | Lenwal & | Lacadion: ast Comments: st 1266
Building 5 - Unit d Pogsible Points: 355
Electrical Syshm 4] Bamnl Braakeds (MLT Lewsl 5 Locadon el Comments: ksl 1.1
HWAS System ol MoasyibralingLeaking™ Leal 1 4.7
FlustConrosam™ Lawal § 1.7
Building & - Building Exterior Possible Points: 158
Foudalicrs (4] Cracka Gags™ Lawpl 7 6,3
SpallingExposad Fabar™ Leved 2 HE
Building 6 - Building Systems Possible Points: 183
HyAaC | 1] | Garnonal FusiCormasion | Lewal 2 | | az
Building & - Commaon Areas Passlble Points: 0.8

Aoles {
ihe

NOTE: Seore dor amy geaen bailding or unil can nol ba nagathva (il daductions ara grealar shan pass

FHER - Accessibia Oulskle Gomam | [

sinsztanl ar Inanoassible & |

Lacmtion: lest Corrmenis: Gl |

ki pints, [ha sooee & sal b Fean)

PAE2000 2% P Haga Zof 3
¥ 206 SO0
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Appendix B: Example of an Investor Report

Investor Physical Inspection Repont

115, Prepartment of Hoosing
amel Lirbis Developiment §
Muoriguges Inspection

[FHA NUMBER:

| INSPECTION SCORE: il
I|'|-\.||:_'r||-.'-|| Dt dmmelelfvy s IREENEE Kepor Suhimifmed Hy
I|'|-\.||.'-.'I|-.'-|| Mumibae 118243 Rervicing Wl g
Previoss Iispection Pite: Previows Inspection Score:
Property Name: PARKLANE APARTMENTS ¥ Taakal # Inspected
Propernty Address: (725 AEIGLER BOULEVARD Huildings; i .
Properiy Citw/5 1 Aigs MUHLE, AL S66E Linits 112
Olecupancy % Seattensd Sifes (Y/NE N

Section of the Act

l’urli{'i|n.'||1l\.:

M

Auddress

Man:

cmen Agent

Angela Kood.
Belaind Management Col P,

P70 G12-40300 fix

none availohle

628 Powers Perry Bl
Anbamta, GA 305 39NN

CrwmerPHA

i
Larigler Tibvd, LTT2

CEEXY 3E9a1 200 plone

25 Mudison Avenue
Mew York, NY 1022

Sipe Manager

Daxon. Shawn
Prarklume Apis,

12202 phone
188 Tix
24 p| Akl o

6725 Feigler Rd
Mlobile, Al 3660

I|:x|x'|_'|||:r| Firm

Er ISP LT

Inspecior REAC Number

Inspecior Tebephone

LTSTaA, ATS, ATSUSER Hiz345
Soores
Components Powsible |"4!inl_.‘- Percentage Healih & Salviy Health & Safery (HES) codes

Points Received Soure duductions
RELS 14 7 50 {i and safery concerns
Building Exterior 16 ] 1H LS threatening HES concem
Building Svstems 14 17 wa A ¢ = e eeptening HS concerms
Conmion Areas 15 I 73 Q I
Lintts A5 EY i 1B = wimirke detector nod wiorking
Chveral] 1761 il il 11

Perdnl

ol Building Exierior = Site + Huilding Exterion 43
Totad Buikdine eror = Boslding Sysiems + Comnwm Aoess + Uingls Bl
Fital Scome = Podnts Keceivaed - Health & Safery Dedactica + B80S code Bl

unp by s

TVICIL Mo s,

e desipm waw spacit

sroap of active sy T
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|I|ﬂ'u-tl:r Report Page 2 FHA Mumber Propery Mume: . PARKLANE APARTMENTS

S pecilic Uniits Eal\purlvd: 1 Percent of umits Dnsprecte: 15
Buitding  Type Yoar Built  Unils

[ Commoa Building LR Mone

5 Fovey Rise/Oaamiden Apartment 1979 I

Umits with Level 3 or Level 2 Sevedry of Observed Deficiencies (Level 3 = Severe; Level 2 = Majgor)

Lamvel 3 Dheleciencie= I Tl I Mamber of Inspecied nis 1y & Imits

Leviel 2 Delicaencies 41 Toral 11 Mummber of Inspected Dnits % of Units

Toms weth Dovel 2 deficiencies, bor no bevel 3 delickencies)

systemic Deficiencies: % of Hldgs!
Pypee Area lem Dl #owiDefert  #Flotml  nits wilkelec

Capital® Bldabxe  Foundations {racks/Ciaps®* 2 2 T
sipirsad Kehar® 2 2 1005

Ordinary®®  Mone ||

* Capital = repaiveplacement reguires lirge cash oalays (rools, IV ACs, applisnces).; ** Ordinary = minar repairs |

Building SNite, Exterior, ﬁi}"ﬁ[rnw & Commoen Arens

Eocntion Inspected lem Reverily Chrservisd Deficiency
Sile Parking Los/DrivewnyaBoads Levil 2 Ponsdin

Sk Parking Los/DrivewnysuHoads Level 3 PathalesT.oose Marerial®s

Baeildang 5
Fmberior Fire Escapes Lgviel 3 Blocked Egress/Tadders | 266%

Exlericr Foundatiomns Level 2 Cracks/Caps ™ 6132

FExbarior Fonnidarions Level 2 Fxposed Bobar® Tug

Fomberior Hamls Lavel 2 PrampgedC lnewed Droins®*

Fmberior Baoanls Lavel 2 Prampged Tom Membrane®fizsing
Balfus

Fomberior Foils Levil 2 Mlbssi o damaged Components from TE A
Dhomwerespont i neiner ¥

Fosberior Raools Lgviel 3 Missing/ maped Shingles 120665

Systemns Fire Protectinn [evel 2 Missing/Trmaged' Expired REAS
Extingnishers**

Comminn Areg Eray Cane Level 2 el - Pooling™opds Painr*t 15

-

3 - Water Stains™Waler [LER

Dramage/MaoldMildew

MEIIOE AR Eray Cane Level 2 Dhoors - Drarnnged hEE
Fromes Threshold/Lingela Trim**

AN A red Elay (are Laviel 2

=

.

MEEOEL AreD |.'I:E:. {Tare Leveel 2 Dhoows ”:""':'i:"j surface - 150
| Il"'ll"h.'.l i

s Emergency/Fire Exids Lgviel 3 Emergency'Fire Exits BlockedA nusable | 266%

RpstingClpss*

Building 6

Fosber Fonmidarioms [evel 2 UracksiOaps®* A%
!

Finberis Foundaticns Level 2
‘11..1.: il HVAC Leveel 2

Exposed Rebar® iE0

ral Rosuomoesion 2.2

by Tl

et i o ool
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